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CHAPTER I 
DEVELOPMENT OF THE OFFICE OF ADMISSIONS 
During the last ~wo decades the college and university 
admissions office has had an enormous expansion. Many 
colleges have just established such an office for the 
first time. The reasons for the establishment or expansion 
of this collegiate facility are many. After World War II 
\ 
the veteran student descended upon campuses in large 
numbers necessitating additional staff personnel to handle 
their matriculations. With many new guidance and statis-
tical tools to predict the degree of student success in 
college, a specifically trained or experienced person was 
needed with full time duties in this area. Administratively, 
there was a need for centralized control of this function 
(matriculation of the proper student). 
Originally, the function of this office was under 
the direction of the college registrar. In fact in many 
colleges the function still rests with this official. 
The history of the office of the registrar is a long one. 
When Europe's first universities were established,. 
they were completely student-dominated. It must be assumed 
that the authority for the admission of students to the 
initial universities rested with students already enrolled. 
t 2 
"The first medieval Universities were owned and operated 
by the students, who hired the faculty, chose the towns 
in which the universities were set up, formulated the 
rules by which the schools were governed and dealt direct-
1/ 
ly with the municipalities when difficulties arose.n-
At the universities of Bologna and Paris the students: 
grouped together into nations (according to the country of 
origin of the student) and the nations elected a rector who 
was the executive officer of the students. His term was for 
one year. At Oxford each nation elected a councilor and in 
conjunction with the faculty elected a rector who was the 
official head of the university. "The professional ancestry 
of the college registrar can be traced back to the great 
medieval universities of Europe. In those universities, 
under the rector and the proctor, the most important offi-
cials were the beadles. "Y The beadles had duties similar to 
what the registrars and admissions officers perform today. 
The beadles were the first non-elected officials. 
1/Francis F. Falvey, Student Participation in College Admin-
istration Columbia University, Teachers College, Bureau ot 
Publications, New York, 1952, p.34. ' 
2/Alfred P. Donovan, "The Development of the Registrarts 
Office", Problems of Registrars and Admissions Officers in 
Higher Education, The Catholic University of America Press 
Inc., Washington, 1955, p.3. 
1 
11 Actually the bedelshi:p is among the most ancient 
of academical offices-perhaps as ancient as the rector-
ship. It is found in all medieval universities without 
exception. In fact, an allusion to a bidellus is in 
general (though ~ot invariably) a sufficiently trust-
worthy indication that a school is really a university 
or studium generale." 1/ 
2/ -
Stout- also reports that the beadle or bedelshi:p 
is the antecedent of the registrar. 
The major beadle was responsible for informing the 
faculty of the time and location of meetings, for disci-
pline ~f students, and for the college calendar. The 
:position developed gradually and at a later date became 
responsible for the graduation and matriculation lists 
of the students. 
"It is :permissible to say, then, that in the heart of 
the Middle Ages, the office of the Registrar was born, grew 
and gradually enlarged its scope of duties in a republic 
t13/ 
of science and letters.-
In America the origin of the registrar was function-
!/ 
ally different. Donovan comments: 
"In the early colleges in .America the office of the 
registrar did not exist and there a:p:pears_to have been no 
need for it. Enrollments were small •••• With these small 
numbers it was :possible for the college :president to be his 
own registrar. He interviewed the :prospective student, 
:passed on his qualifications for admission, acted as his ad-
viser in many matters and :personally kept his academic 
record." 
1/Rashdall Hastings, The Universities. of Europe in the W..iddle 
Ages. Oxford University Press 1936, :p. 259. 
2/Edward M. Stout, "The Origin of the Registrar." College and 
University, The American Association of Collegiate RegJ.strars 
and Admission Officers, (1953) 29:416 
3/Edward M. StQut, o:p. cit., :p.416 
4/Alfred P. Donovan, op. cit., p.4 
--- -----------
When enrollments increased, the college president 
was given help in this matter by the assistance of a 
clerk or, on a part-time basis, by members of the faculty. 
Eventually a full-time registrar was appointed. 
11 
Donovan reports that the first American registrar 
was appointed at Brown University in 1828. 
During the mid-nineteenth century in the United 
States, many students became interested in a college 
education and student enrollments increased tremendously. 
During this period, the extracurriculum was emphasized, 
possibly in a reaction to the r~gid German curriculum in 
which many Americans had previously been educated. 
As early as 1870 Admissions Officers were appointed. 
gj 
Crowley reports: , 
11 The zooming of student enrollments and the fantastic 
expansion of the extraourriculum led to the appointment of 
a number of personnel officers, some of whom appeared upon 
the scene before the arrival of counselors of individual 
students. Among these were deans of men and women who 
gave their attention to students as groups, rather more 
than to students as inidviduals, Admissions Officers, 
college physicians and nurses, graduate managers and the 
like. -
In 1899, Mr. William Rainey Harper in an address de-
livered at Brown University entitled 'The Scientific Study 
of the Stud~nt 1 prophesized the role of personnel workers 
in the years to come and more specifically the role of the 
i/Alfred P. Donovan, Ql2.. cit., p.3 
!/W.H. Crowley, "Some History and a Venture in Prophecy," 
Trends in Student Personnel Work, E.G. Williamson, Editor, 
Vniversity of Minn., Minn. 1949, p.20 
admission officer: ••• in order that the student may re-
ceive the assistance so essential to his highest success, 
another step in the onward evolution will take place. This 
step will be the scientific study of the student himself. 
This study, he reported, will include: his character, in-
tellectual capacity, special intellectual characteristics, 
his special capacities and tastes and the social side of 
his nature. 11 
In the years immediately following the turn of the 
century many registrars were appointed; and they formed 
the American Association of College Registrars, numbering 
140 members by 1917. 
During this period many colleges set up a separate 
admissions office and put an Admissions Officer in charge. 
11 Gerritz reports: 
11 In reviewing the growth and development of the 
admissions work in colleges surveyed, the similarity of 
that growth is striking. It was noted that admissions 
counsellors and field representatives existed in the 
private colleges previous to World War I •. Their efforts 
were coordinated by an admissions officer or the college 
registrar during the late 1930 1 s and the 1940's. 
However, the admission function to a large extent 
continued to be administered by the college registrar up 
to World w·ar II. 
But as the college president in the early American 
colleges found himself obliged to relinquish the regi.strar 1 s 
function because of increased enrollments, the registrar, 
in turn, has relinquished, to a large extent, the admission 
function to the Admissions Officer. 
i/E.l-1. Gerritz and Alfred Thomas Jr., 11 The Admission Office 
in 28·Selected Colleges and Universities." College and Univ-
ersity, The American Association of Collegiate Registrars 
and Admissions Officers, Menasha, Wisconsin, 1953-54, 29:65 
5 
11 0ur public secondary schools have long been in a 
period described as that of·the emerging curriculum and 
it may appropriately be said that, for our institutions 
of higher learning, the 1940's ushered in the period of 
the emerging Admissions Office. Prior to this period 
of upheaval and change, the work of admissions had, by 
and large, been the function of the Registrar's Office or 
the offices of the various adademic deans,· although even 
in earlier times there had been a certain number of Deans 
or Directors of Admissions, or Chairmen of Committees on 
Admissions. But in the 1940 1 s many of our institutions· of 
higher learning made changes in their administrative struc-
tures, looking toward a more centralized handling of ad-
missions and toward a better articulation and closer under-
standing between themselves and the secondary schools. 
New offices of admissions were established carrying for 
the person in charge the title of Dean or Director of Ad-
missions. In many instances, also, particularly in the 
larger institutions, Registrars were accorded changes of 
titles to Dean or Director of Admissions and Records, so 
as to indicate more adequately their areas of responsibility. 
And in 1949 the American Association of Collegiate registrars, 
founded in 1910, expanded its name to the broader designation 
of American Association of Collegiate Registrars and 
Admissions Officers. 11 1/ 
Today in American Colleges and Universities a separate 
position concerned with the matriculation of college 
students not only exists, but it is clear that this office 
is an off-spring of the post of registrar. The exact 
functions of this relatively new position, Director (aean) 
of Admissions, are not so clear. 
1. Statement of the Problem 
This study is concerned with determining the functions 
of the Director (Dean) of Admissions and then offering a cri-
tique of these functions in relation to the efficiency with 
1/William. GlasWow Bowling, 11 A lvorking Philosophy for an Office 
of Admissions .. '- College and University, The American 
Association of Collegiate Registrars and Admission Officers, 
Menasha, Wisconsin 1952-3, 28:330 
which these functions accomplish the admission ob-
jective, i.e .. , the matriculation ofproper students. 
The determination of the functions will be accomplished 
by a job analysis technique employing a questionnaire. 
The critique will be accomplished by requesting an 
opinion of a group of experts regarding the importance 
of functions performed by today's Admissions Officers. 
2. Definition of Terms 
There are many definitions of job analysis. In 
recent ye~s the u.s. Department of Labor has directed 
more analyses than any other organization. · Yet the 
Department itself offers many shades of meaning in 
. y 
spelling out job analysis procedure. Stead defines a 
job as ••• 11 a group of positions that are identical in all 
:Y 
respects. 11 The Department of Labor defines a job as 11 .... 
group of posi tiona which are identical with resp.ect to their 
major or significant tasks." For purposes of this study 
the latter definition is assumed. A distinction should be y 
made between position and job. Stead defines a position 
as the 11 • • • provision on the pay roll of a given employer 
for the employment of one individual. There may be any 
number of identical .. 1posi tiona' in the establishment of 
one employer. 11 
i/William H. Stead and W. Earl Masincup, The Occupational 
Research Program of the United States Employment Service 
Chicago, u.s. Public Administration Service 1942 p. 142 
~United States Department of Labor, u.s. Employment Service, 
Training and Reference Manual for Job Analysis, U.S. Govern-
ment Printing Office, Washington 25, D.C. June 1944, p.7 • 
.§/William H. Stead and l~. Earl Masincup. op. cit. p. 143 .• 
. 
In view of the fact that this study concerns the 
single personwhodirects the admissions of college 
students or in large institutions serve as the administra-
tive head of the admissions department the two terms 
would be synonymous. 
Job analysis is actually a procedure or method. 
11 
Shartle defines it as 11 •••• an intensive direct method 
tor obtaining the pertinent facts about jobs. If 
gj 
MacDonnell lists t~e steps that are involved in job 
al • • II an ys~s. • ••• (1) complete and accurate identification 
of the job, (2) complete and accurate descriptions of the 
tasks involved and, (3) indication of the requirements 
the job makes upon the worker for successful performance." 
It is important to note that a job analysis procedure 
determines the tasks performed at the time of observation. 
Care is taken to ensure that the end result of the analysis 
is not what the job was or what the worker hopes or feels 
the job should be. It is a collection of tasks actually 
. y 
performed at the moment of the analysis. Stead reports, 
11 Jobs are analyzed as they exist, each completed Job 
Analysis schedule describing one job as found in the 
particular organization being studied. 11 
8 
l/Carroll L. Shartle, Occunational Information. Its DeveloP-
ment and Application Prentice Hall, Inc. New York, 1946. p.l8 
g/John F.F. MacDonnell, A Job Analysis of Selected City-Wide 
Directors of Guidance in the Public Schools of the United 
States, Unpublished Doctor's Thesis, Boston University 1955 
p.8 
Q/William H. Stead and W. Earl Masincup. op. cit. p.l44 
In some instances the usual method. in carrying out 
the analysis is to have a job analyst personally observe 
the activities of a worker assigned to a job. The analyst 
may spend fvom one hour to weeks observing the series of 
tasks performed. However, it would be impo-ssible for an 
analyst to use this method in analyzing ma'y professional 
jobs, as critical, certain tasks, necessary and important, 
may be performed only monthly or yearly. The observation 
method was not feasible in an analysis of the position, 
Director of Admissions. In its place, the questionnaire 
11 
method was used. Shartle has indicated the plausibility 
and need for this method: 
"Professional organizations frequently use the quest-
ionnaire survey method to discover the kinds of jobs their 
members are performing, since it would not be fe~sible to 
undertake personal contact. The items in the questionnaire 
are selected in much the same fashion as selecting items 
for a job analysis -- that is, in terms of the uses to be 
made of the information. 11 
The Director of Admissions is the person in a college or 
university who has the responsibi~tty for selecting the stu-
dents who desire admission to his institution. His title 
may be the Director, Dean of Admission, Admissions Officer 
or any other title that indicates his major responsibility 
is in the admission area and that he is supervisor of this 
function. By this distinction, people who may perform the 
admission function but have other duties (particularly 
connected with the registrar's office) are eliminated from 
this study. 
1/Carroll L. Shartle, op. cit. p.33 
1U 
People who assist the Director of Admissions, even though 
they might spend all their time in admissions work, are also 
eliminated from this study. The intent is to establish a 
job analysis of the key person who administers the execu-
tive responsibility for the admission of students. The 
admission function was originally part of the registrar's 
work and particular care has been given to insure that no 
person who has responsibllities in the registrar's,area 
is used in this study. 
3. Purpose of the Study 
This study will (1) identify the duties performed by 
Directors (Deans) of Admissions in accredited colleges and 
universities in America; (2) analyze these duties in terms 
of importance of the job, frequency of performance, and the 
need for the college courses to prepare for this position; 
(3) determine the essential duties of the Director of 
Admissions; (4) relate the educational background of these 
officers; (5) provide a list of functions that these officers 
perform for college administrators, curriculum builders, 
certification committees, aspir.ants to admissio.n. positions 
and to research workers; (6) provide a list of admission 
functions according to their importance as .specified by 
educational experts; (7) compare the important functions 
as designated by Admissions Officers to what the educational 
experts generally feel are important. 
4. Need for the Study 
The information stated in this study may be used by 
teachers of courses in collegiate administration or curri-
culum builders of these courses, by the college administra-
tor who hires Admissions Officers, by committees working on 
certification of educational personnel, and by Admissions 
Officers. 
Curriculum Builders.-- This author in planning his 
program of educational courses, has been unable to find 
a university that offers courses that would provide a know-
ledge of the skills and information that is needed in 
administering an admissions office. Knowledge in"this area 
can be gained only in workshop classes where the subject 
area and quality depend on the experience of the students. 
1.1 
Nook reports! 
11 Registrars and Admissions Officers just happen. That 
remark is made often enough, and often with the implication 
that the fact is wholly regrettable - that it is too bad 
11 
that there is no course of training generally available for 
those who look forward to activity in the fields represented 
in the Association. No one can doubt that life can get 
pretty rough for neophytes in the profession; but even neo-
phytes can add to the unique strength of the profession that 
is the result of our having no specific school for registrars 
and Admissions 0fficers. 11 
ys.A. Nook, 11 School for Registrars and Admissions Officers," 
Editorial Comment, College and University, The American 
Association of Collegiate Registrars and Admissions Officers, 
1954 ~ p.446. 
There are, of course, certain courses in guidance, 
counseling, tests and measurements that are invaluable 
to an Admissions Officer. These courses are valuable 
to anyone who plans a career in the guidance function. 
But even in this area many experts are at odds as to 
the courses and the sequence of the courses which prospective 
guidance personnel should be offeredo The reason for this 
difference of opinion is the lack of definite outlines con-
cerning the tasks performed by guidance personnel. The curri-
culum should give the skills, information and principles 
that will be useful to the ~o~nselors while discharging 
their office. An analysis of the position, Director of 
Admissions, would give a list of functions that might be 
11 included in the guidance curriculum. Miller reports: 
11 The rapid growth of guidance and counseling services 
during the past forty years has created a large demand for 
professionally trained counselors. At times, particularly 
since World War II, the demand has far exceeded the supply. 
A few institutions of higher education in response to this 
demand have developed programs designed to prepare students 
for entry into various areas of counseling service. Such 
programs vary widely in content and scope and should reflect 
the best judgment of the individual in charge as to the 
duties that counselors are called upon to perform and the 
best ways of preparing for such responsibilities. Since 
comprehensive, definite job analyses of the various types 
of counseling positions are not yet available, the wide 
variation in educational programs is readily understandable 
•••• Until the various areas of counseling service have 
been studied by the technique of job analysis, and educa-
tional programs validated by fallow-up studies based on 
objective measures of counselor competency, the definition 
and concurrence of the groups represented in these common 
elements may serve as a guide to fundamentals in counselor 
preparation. 11 
y'Frarik Wo Miller, 11 Counselor-Training Programs in Colleges 
and Universities, 11 Personnel and Guidance Journal, l'lashington, 
American Personnel and Guidance Association, Inc., 
(November,· 19 53) , 32: 3 
13 
With the demand ror student personnel workers so great, 
the colleges will be rorced to train larger numbers or coun-
-Y selors. In 1957, 223 institutions, according to one survey, 
orrered programs leading to the preparation or student per-
sonnel workers. It is especially important that the proper 
curriculum be given to these prospective counselors. 
"The errectiveness or the work-in any proressional rield 
is determined by many ractors. None, however, makes a 
greater impact than the selection and preparation or opera-
tional personnel. This is a matter or concern in any rield 
where special preparation or the personnel is required, but 
it is or/particular concern in guidance and student personnel 
work. n 2 · · 
Doubt is expressed as to the validity or existing train-
-- y 
ing programs ror counselors. Calver reports: "The reasons 
why such courses are instituted and made a part or the train-
ing or counselors is not revealed. The programs are not 
based on research but on arm-chair appraisal." 
With a list or derinite runctions perrormed by the Ad-
missionsorricer, the curriculum could be constructed so as 
to give him the skills necessary to discharge his duties. 
1/Paul MacMinn and Roland G. Ross, Status or Preparation Pro-
grams ror Guidance and Student Pers~ers. Wash. --
Un~ted~ates Department of Health, Educat~on and Welrare, 
Bulletin 1959, No. 7 
.§/Ibid. p. 4 
3/Robert M. Calver etal. "A.P.G.A. Committee Reports on Pro-
ressionaL Training, Licensing, and Oertirication,u The Per-
sonnel ~~d Guidance ~ournal 33 Feb. 1955 p. 356. 
College Administrators.-- As pointed out in the 
introduction to this chapter, the admissions office is 
relatively new. Established offices are expanding, necess-
itating the employment of,additional personnel. If the 
college administrator has a definitive knowledge of the 
functions of this office, he will be able to choose those 
who are qualified by education and experience. A job 
analysis would give the administrator a list of the functions 
of this office and he might, compare the background of each 
applicant as it relates to the analysis. The author knows 
of a Director of Admissions of a large university who had 
just hired an assistant for his office. The new man, who 
lacked experience and training for the position, asked for 
references he might read to equip himself with the required 
knowledge. The Director of Admissions could not refer him 
to a text that would give him the duties and functions of 
an Admissions Officer. 
Committees of Certification.R- One of the thankless 
tasks in education today is the establishment of certification 
requirements for guidance positions. The controversy still 
rages regarding the usefulness of aertification work. Some 
hold the opinion that certification merely ~eflects the 
average of the activities of guidance personnel; other feel 
that certification will raise the standards of professional 
positions. 
v· 15 
In either case, forty-one states now have certification 
requirements for guidance workers. Twelve·states certify 
school or counseling psychologists. It should be pointed 
' 
out that this state certification applies only to the 
public school systems. 
"Other than public. school counselors, no• state has 
laws regarding certifieation or licensing of personnel 
workers. There is some licensing of agencies, but not of 
personnel. Only one state, California, reported any con-
Y 
templated legislation in this area. 11 Many state departments 
of education, however, are constructing guides to the employ-
ment of personnel in higher education. In Massachusetts 
State Teachers Colleges, degree requirements and teaching 
experience requirements have been established for the 
various faculty ranks. 
The American Personnel and Guidance Association has 
established a committee (APGA Committee on Professional 
Training, Licensing and Certification) to seek information 
about the status of licensing and certification of its mem-
bers. This committee reported it needed more complete add 
more representative job descriptions of educational personnel 
workers before it could indicate training needs, present 
duties and suggested additional duties for its members. 
jjRoyce E Brewster, Guidance \1Torkers Certification Require-
ments, Bulletin 1957, No.22 United States Government Print-
ing Off~ce 1957 p. 6. 
g/Robert M. Calver et al. op. cit. p. 316 
I I. 
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Admissions Officers.-- Finally there is a need for each 
Admissions Officer to compare his activities with those of 
his counterpart in other universities. It is obvious that 
gaining the experience of other people will make him more 
efficient in discharging his own office. There may be a 
useful program (orientation, evaluation of records interview-
ing, etc.) that would serve him well 'if he had knowledge 
of it. A job analysis would indicate these programs and 
make them available for use to all. 
In addition, this study will present a critique of the 
functions of the Admissions Officer. The critique will be 
offered by leading educators in America who will rate the 
duties of the Admissions Officer from their standpoint. 
Statistics are published indicating that only one out of 
two students who are in the top 25 per cent of their high 
school grad~ating class go on to college. Agaifi we know 
that 50 per cent of our freshman class in college willrtrever 
graduate. Perhaps some of the admissionstechniques could 
be improved or discarded, perhaps some of the admissions 
functions are not as important as Admissions Officers 
believe them to be. Perhaps Admissions Officers are not 
doing all possible to affect the matriculation of proper 
11 
students. DuBridge reports, 
11 0ur selecting and predicting· techniques are not nearly 
good enough yet to refuse a technical education to half of 
those who desire it and are qualified by today's standards. We 
1/Lee A. DuBridge, 11 The Best is None Too Good11 Journal of 
Engineering Education, American Society For Engineering 
Education, Lancaster, Pa. p. 303 
would be cutting off many, who because of poor 
schooling, poor home environment, or other reasons, 
have made a slow start but may still do reasonably 
well -possibly very well.n The educational experts, 
looking at the admissions office from a good vantage 
point could provide some useful information to the 
admission counselor9 11 
Summary 
The Admissions Officer has a long tradition, dating 
back to our first universities when the function was 
performed by the major-beadle. His office became known 
as the registrar and finally in the 1870's the first 
Admissions Officer was appointed. Since World War II, 
the admission function has expanded tremendously with 
old offices adding new personnel and with many colleges 
establishing this office for the first time. 
This study is an attempt to determine the common 
functions of the Admissions Officer in American Colleges 
and Universities by utilizing the job-analysis technique. 
The information thus gained will supply the needs of 
curriculum builders, college administrators, committees 
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on certification and Admissions Officers themselves. In 
addition, the Admissions Officer will have a valid critique 
of his functions as proposed by leading educational experts. 
CHAPTER II 
REVIEW OF RELATED LITERATURE 
The job analysis technique for establishing the 
functions of a position has been used for fifty years. 
There are many studies in the literature. The technique 
was first used in industry and was so successful that the 
trades and the professions used it. Sometimes the 
designation, job analysis, was changed to describe more 
clearly the procedure as it pertained to a certain trade 
or profession. In the field of education, where it was 
used for curriculum planning, it was called variously, 
11 activity analysis, 11 "trait analysis, 11 11 occupational 
analysis 11 and 11 functional analysis. 11 In each instance, 
the basic technique remained the same. 
In order to group the studies in a logical sequence, 
the writer has placed the job analysis studies in the 
following categories: 
Studies of job analysis in industry 
Studies of job analysis in education (except 
admissions) 
Studies of job analysis in college admissions 
1. Studies in Industry 
It is not possible to cite each contributor in the 
industrial use of job analysis. It is proper to indicate 
the pioneers in this work and the first person to utilize 
this technique was Frederick W. Taylor. 
18 
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In his book we find the first mention of 11 units of work." 
His objective was to analyze jobs into units and duties in 
order to establish more efficient methods of operation. 
Mr .. Taylor would observe the workers who performed essen-
19 
tially the same job in different plants and determine the 
most efficient method to perform a given task. He used a 
stop-watch for timing and his pioneer work, now refined, is 
still carried on in what is called 11 time and motion studies." 
Two early studies are worthy of mention in that the 
objective of both job analyses was to provide anefficient 
training prog:ram based on the function of the worker. 
:g; 
Charles Allen described the importance of the curriculum 
reflecting what the worker needs to know. He concerned 
.. 
himself with providing training for trademen and emphasized 
the need :for the analysis of jobs prior to the construction 
of a curriculum. !n 1923, Carnegie Institute of Technology 
2.1 
reorganized its curriculum in the department of printing 
on the basis of a job analysis. In this study, observation 
and interview methods were conducted with printing firm 
executives in order to establish what they performed. 
I/Frederick W. Taylor, Principles of Scientific Management, 
Harper and Brothers, New York 1911. 
E/Charles R. Allen, The Instructor, The Man and the Job, 
J.E. Lippincott Company, Philadelphia, 1919. 
~E.K. Stror~ and R.S. Uhrbrock, Job Analysis and the Curricu-
lum with Special Reference to the Training of Printing 
Executives, Baltimore, Williams and Wilkins Co. 1923 
•. 
Once the duties. were established, a committee of the facul-
ty evaluated these duties and presented the new curriculum. 
20 
A classic stu~y in the use of job analysis was completed 
11 
by Charters and Whitley. They wanted to provide a curricu-
lum for aecretaries·based on what secretaries were presently 
doing while employed. By interviews of 125 s~cretaries, a 
checklist of 871 duties was established and classified into 
ll units. A questionnaire was then constructed and sent to 
715 secretaries to establish the following: 
1. fregueney of performance 
2. difficulty of learning duties 
3. determination of which duties could be 
best learned in school 
These authors also determined the desired personality 
and vocational traits in secretaries by interviewing ex-
ecutives who employed successful secretaries. 
2. Studies in Education 
The Superintendent of Schools in Minneapolis invited 
the counselors in his school system to appraise the coun-
s.eling and guidance service in order to formulate proposals 
for improvement of these services. Part of this appraisa~· 
was a job analysis of counseling as carried on in Minneapolis. 
Other aspects of this study were: 
a. Review of the history of guidance in Minneapolis 
l/w.w. Charters and Isadore B. Whitley, Analysis of Secretarial 
Duties and Traits 'Baltimore, Williams and Wilkins Co., 1924 
g/Barbara H. Wright, "Minneapolis School Counselors Analyze 
Their Jobs, "Occupations", January 1946 No.4, 24 pp. 215-219 
b. Formulation of·· aims and objectives-
e. Listing of guidance functions at-the junior 
high and s-enior high school level-
d. A study of certification and selection of 
counselors 
e. Recommendations of changes 
A subeommi ttee, eompo·sed of counselors, of the Pro-
fessional Committee of Counselors was assigned the 
responsibility of analyzing the work of the counselors. 
They used the the job analysis technique after reporting 
that most job analysis had been used to determine the 
functions of skilled or semi-skilled trades. The tech-
21 
nique used involved an observation of the worker in aetion1 
interview with the worker, and finally a correction of the 
written report by the worker whose job was described. The 
worker was also asked to estimate the amount of time ex-
pended on each activity. The job analysis proved of value 
to the counselor himself in that he could objectively 
review his position, and to the principal who now more 
fully understood the role of the counselor. 
The following is a digest of a report of the principal 
duties of the senior high school counselor as reported by 
this study. It should be noted that each duty was more 
fully described in the original report. 
.. -
The dOb or the Counselor in the Senior High School 
1. Teaches one or two classes ,and may have at:thome-
room. 
2 .• Handles special assignments 
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3. Supervises orientation or new pupils and assign 
ment of in.coming students to sections and remedial . 
classes. 
4. Advises pupils regarding choice or electives during 
their period in high school. 
5. Advises pupils regarding transfer to Vocational 
School and assists them to make these transfers. 
6. Advises pupils regarding vocational planning and 
~urther training 
7. Supervises the testing program in the building 
8. Checks credits ror high s.ehool graduation and ror 
university entrance and helps pupils plan programs 
to meet requirements. 
9. Advises boys entering and those in military service. 
10. Interviews and counsels pupils who are railing in 
school. 
11. Handles employment, including routines ror excusing 
pupils ror Christmas work. 
12. Arranges group conferences ror the discussion or 
vniversity entrance requirements, various occupa-
tions, military services, employment possibilities, 
and other matters or common interest to a group or 
pupils. 
13. Writes letters or reference ror pupils who are in 
s.chool or who have lert school, rills out rating 
scales. 
14. Conrers with pupils. 
-The National Research Council appointed a subcommittee 
in 1944 to prepare occupational standards ror psychologists. 
Carroll L. Shartle was appointed chairman or this committee 
and because or this was appointed to membership on the 
American Psychological Association's Committee on the 
Graduate and Proressional Training or Psychologists. The 
feport
11
was prepared ror both organizations and used the 
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job analysis method to establish job descriptions or twenty-
eight psychological occupations. In addition to listing 
2/ . 
the duties perrormed, the study- also reported the approx-
imate salary and prospects ror a·dvancement. Approximately 
• • • =1- y 250 JOb analysis quest~onna~res were analyzed. Shar~le 
reported one or the areas that a psychologist may qualiry 
ror a position was in the college admissions area specifi-
cally as a Director of Admissions. This committee did not 
perform a job analysis of the Director of Admission, however. 
The twenty-eight positions that were studied by job analysis 
are as rollows: 
1. Psychologist, College Teaching 
2. Counselor, College 
3. Educational Research, College 
4. Psychologist, Public Schools 
5. psychologist, Clinical General 
6. Psychologist, Child Guidance Clinic 
1/Carroll L. Shartle, "Occupations in Psychology," .American 
Psychologist, December.l946, pp. 559-582 
2/Ibid. p. 561 
3/Ibid. :p. 563 
7. Psychologist, Feebleminded Institution 
8. Psychologist, Hospital-for Insane 
9. Psychologist, Juvenile Corrections Institution 
10. Psychologist, Penal Institution 
11. Court Psychologist 
12. Research Psychologist, Hospital-
13. Psychologist,~Hospital (General and Neurological) 
14. Psychologist; State·Civil Service, General 
15. Director ofPsychology, State Agency 
16. Personnel Examiner and Technician, Civil Service 
or Merit System 
17. Psychologist for Physically Handicapped 
18. Personnel Psychologist, Industry or Industrial 
Consulting Firm 
19. Personnel Technician, Industry 
20. Public Opinion Survey Psychologist 
21. Consulting Psychologist 
22. Psychometrist 
23. Research Psychologist, General 
24. Employment Counselor 
25. Employment Counselor 
26. Occupational Analyst 
27. Vocational Adviser, Veterans Administration 
28. Vocational Counselor, Community Age~y y . 
Shartle reports the following functions of the 
11 Counselor, College: 11 
11 The combinations of duties vary considerably with 
specialization in one or two phases frequently occurring. 
Assists college students to understand their background 
potentialities, and interests and to make intelligent 
educational and vocational plans. Uses personal interview, 
test results school and college grades, reports from 
instructors, course requirements, and other data. 
Performs various types of guidance such as personal 
and social, in addition to educational and vo~ional 
guidance with students by personal interview. 
Assists students in finding full or part time work; 
may conduct an employment agency for campus work for 
students during school year and attempt to place graduates 
in suitable vocations. 
May·have charge of a testing program and administer 
group tests as well as individual psychological tests for 
guidance purposes. In larger institutions testing may be 
largely individual in nature with the general program under 
separate direction. Interprets test results in student 
counseling. 
J:/Ibid. p. 563 
Frequently contacts college instructors-regarding 
student's programs and progress. Positions which are 
combined with Freshman Advisor involve reports to parents, 
principals, and students in assisting the orientation of 
the students. 
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May serve as veteran's counselor in colleges selected 
by local Veterans Administration agencies to test and counsel 
veterans regarding choice and suitability of vocational 
objectives and certification for vocational rehabilitation. 
May teach several classes in psychology and personnel 
depending on s~ze of institution and extent of duties. 
Qualifications 
At least an M.A. degree is necessary and a Ph.D. is 
desirable. Courses in adolescence, personnel administration, 
education, guidance, sociology, tests and measurements, 
abnormal psychology, counseling, clinical psychology, and 
occupational information are important. A well-rounded 
college training is helpful as is some teaching experience. 
While courses in psychology are important, a degree in 
guidance, education, or personnel work may be preferred. 
Several months of supervised practice is sometimes 
provided, especially in larger institutions. 
Previous experience in interviewing, counseling, or 
industrial personnel work is often necessary. · 
Both men and women, preferably 25 years of age or 
older are employed in these positions. They should be able 
to make good first impressions, establish rapport with 
students, and be sincerely interested in student's problems. 
They may be required to supervise other counselors and to 
sell the program to administers. 
JJ 
The job analysis technique was employed by Merrick to 
establish a curriculum for college health educators. Eighty-
two health educators participated in this study by completing 
a questionnaire and by submitting to an interview. A scale 
of duties was established according to the frequency, diff-
iculty, importance of the duties; and in addition recommenda-
tions regarding the inclusion of a duty in a proposed 
curriculum were given. 
1/Roswell D. Merrick, A Job Analysis of Selected Health , 
Educators in Colleges and Universities. Unpublished D. Ed. 
Dissertation, Boston University 1953 
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Helen T. V..a.ckey established a list of duties of fe-
male supervisors of physical education in the public schools 
of the United States by a similar procedure. Three hun-
dred forty six women in the physical education departments 
participated in this study by completing a checklist of 
duties and rating these duties in frequency, difficulty, 
importance and factors affecting performance. The duties 
were ranked by deeiles and according to the population of 
the school system in which the health supervisor was employed. y 
Sidney W. Rice completed a study of the functions of 
the Director of College Physical Education using a job anal-
ysis technique. In his study, he prepared a check list of 
duties that was completed by 115 college physical education 
directors. Each duty was rated for frequency, importance 
and need for pre-service education. y 
John F.F. MacDonnell established a list of essential 
duties of city-wide directors of guidance. Two hundred and 
five directors participated in this study by completing a 
questionnaire check list. Data were reduced to decile form 
and duties grouped according·to the population of the city 
in which the director was employed. 
l/Helen T. Mackey, A Job Analysis of Women Supervisors of 
Physical Education in the Public Schools of the United States, 
Unpublished Ed. D. Dissertation, Boston University 1954 
g/Sidney W. Rice, A Job Analysis of Selected Directors of 
College Physical Education, Unpublished Ed. D. Dissertation, 
BostQn University, 1954 
yJohn F.F. MacDonnell, A Job Analysis of Selected City-Wide 
Directors of Guidance in the Public Schools of the United 
States, Unpublished, Ed. D. Dissertation, Boston University, 
1955 
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A commission was appointed by the council of Gui-
dance and Personnel Associations in 1948 to report on the 
following subjects: 
1. The meaning of personnel work in education 
2. Analysis of the areas of activities in the field 
of student ~ersonnel work 
3. An outline of the desirable qualifications for 
those working in the areas defined 
4. Identification and clarification of the basic 
issues in student personnel work 
The commission felt that its first task was a job 
analysis of each educational personnel worker and enlist-
ed the aid of the United States Employment Service. A 
total of 218 separate job analysis schedules was obtained 
from 32 colleges and universities, 25 junior and senior 
high schools, and 6 public shcool systems in 10 states. 
From this data only 12 educational personnel job titles 
emerged and the list follows: 
Counselor 
Dean of Boys or Dean of Girls 
Dean of Men or Dean of Women 
Director of Guidance 
Director of Guidance in Public Schools 
Director of Placement 
Director of Religious Activities 
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I/Commission of the Council of Guidance and Personnel 
Associations, 11 Job Analysis of Educational Personnel 'vorkers", 
Occupations Easton, Pa. National Vocational Guidance Assoc-
iation, (October 1951) 30:1 
Director o~ Student ~irs 
Foreign Student Counselor 
Personal Counselor 
Placement O~~icer 
Residence O~~icer 
These positions may exist in both high schools and 
colleges. In one instance an admissions~unction was men~ 
tioned as part o~ the "Dean o~ Men-Dean o~ Women posi-
tions. Under the section in the job analysis o~ work 
per~ormed was listed,l/"Assists in pre-admission evalua-
tion o~ student's quali~ications, and in curriculum plan 
ning." 
This report also mentioned that eight o~ the twelve 
positions required at least a master's degree and that 
~or ~ive the doctorate is considered desirable. 
1/Commission o~ the Council o~ Guidance and Personnel 
~sociations, op. cit. p. 8 
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3. Studies in the Admissions Area 
This writer ha;s been unable tocfind a job analysis 
! 
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specifically relati:ng to the position, Director of Admissions. 
One respondentmth~s study reported he was conducting an 
analysis of the position Director of Admissions in Ameriean· 
i . 
liberal arts colleges as part of the requirements for the 
award of the Docto~ in Education degree at New York University. 
This study at the time of writing was not completed. 
Perhaps the most descriptive work in this area to date 
. . 11 
was conducted by Mr. Clyde Vroman in 1952 when he was chair-
man of the Committee on High School-College Relations of the 
American Association of Collegiate Registrars and Admission 
Officers. Twenty-six registrars and Admissions Officers were 
asked to prepare a statement describing the admissions work 
in their respectiv~ institutions. Later two more admissions 
officers and registrars participated in this study. A commit-
tee was formed to discuss these statements at two annual 
meetings (1952-3) of the American Association of Collegiate 
. : Registrars and Admissions Officers. The committee reported the 
difficulty in separating the philosophy from the functions. 
:?! Gerritz reports for the committee. 11 The @.a.jor ·services are: 
1. To corresp~nd with prospective students and others 
regarding the offerings of the institution and 
admission to the institutions, 
iJE.M. Gerritz and Alfred Thomas Jr. 11 The Admissions Office 
in Twenty-eight Se~ected Colleges and Universities," College 
and University, October 1953, 29 pp. 65-68 
g/Ibid. p. 67-8 
3n r..; 
2. To process all applications f'or admission for fresh- .. 
men, under-graduate transf'er students, graduates and 
forei~ students to most schools an~ colleges (Schools 
of' Medicine are the usual exception). 
3. To circulate bulletins and other printed material 
about the institution, 
4. To maintain cordial working relationships with the 
secondary schools and with other institutions f'rom 
which the students a~e accepted, 
5. To encourage enrollment of qualified students whom 
the institution can serve well, 
6. To evaluate. the records of prospective students for 
admission and proper placement in appropriate curri-
culums, 
?. To admit or deny admission to applicants within the 
limits established by the faculty and to acquire fac-
ulty decisions in cases requiring denial of admission, 
8. To provide f'or pre-college counselling and guidance, 
9. To provide for entrance examinations as well as pro-
cedures for a typical applicants, 
10. To work closely with the registrar or recorder in 
matters relating to orientation, registration, stu-
dent records and transf'er, 
11. To represent the institution as requested for high 
school-college and career days, 
12. To review bulletins and other publications prepared 
for prospective students, 
13. To participate in or be chairman of ~aculty committees 
dealing with problems of' admission, recruitment, matri-
culation, publications for prospective students, eval-
uations, etc., 
14. To conduct research appropriate to the f'unction of 
the office, 
15. To ~intain adequate files, 
16. To prepare estimates of anticipated enrollment, 
17. To interpret the institution to new students and to 
disseminate useful information about admitted students 
to the faculty , 
18. To supervise the evaluation of transcripts of new and 
transfer students, of' foreign, out-of-state anP. state 
residents, · · 
19. To determine the residence status for all students 
for tuition purposes, 
20. To evaluate military records for college credit~ and 
21. To supervise the annual high school senior day pro-
grams on campus." 
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O'Rear!/investigated the duties of the College Registrars 
in 1925 by requesting opinions of these officers as to the 
2/ duties which should be performed by them. Strang- reported 
part of this study by listing the duties performed by 50 of 
the 72 registrars who participated in this study: 
1. Distributing, receiving, evaluating, and filing ad-
mission blanks and certificates of advanced standing 
2. Recording and notifying students regarding advanced 
standing 
3. Classifying entering students 
4. Making available information collected about the 
student 
5. Handling the details of registration 
6. Securing personal data and schedules of subjects 
from each student and filing these data 
7. Correcting errors in registration 
8. Recording change of name or address, or withdrawal 
9. Conferring with students concerning their difficulties 
10. Preparing and filing permanent record cards and re-
ports of various kinds 
11. Securing from teachers, recording, and distributing 
grades in each subject 
12. Determining total credit and standing of each student 
Mr. R. Fred Thomason~reported that the Registrar's Office 
(office of admissions and records) is a service office. He 
summarized the areas which rightfully receive direction by the 
registrar as follows: 
1. Admissions 
2. ]:?.ecords 
3. Statistics 
4. Student Counseling 
5. High School Visitation 
l/Floyd B. O'Rear, The Duties of the Registrar, Springfield, 
Missouri, the author;-1925. --
2/Ruth Strang, Personal Development and Guidance in Colle~e 
and Secondary School, N.Y. Harper ana-Brothers 1934, p. 3 
- . 
yR. ·Fred Thomason, "The Origin, Background, and Philosophy of 
the Office of AdiD.issions and Records" College and University 
29 pp. 108-109 
6. Committee Work 
?. Correspondence 
8. Registration 
9. Editorial Work 
10. Military Officer 
11. Foreign Student Adviser 
12. Miscellaneous 
Summary 
This chapter historically reviewed the job analyses 
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in industry, education and more. specifically those relating 
to the college admissions area. This technique (job analysis) 
was first used by industry and the pioneer in this work was 
Mr. Frederick w. Taylor. His objective was to establish 
more efficient methods of operation. Later industry used 
this technique as a basis for t~aining programs. A know-
ledge of the tasks in a job was necessary before a curricu-
lum could be designed. 
In its early history, job analysis was used to study 
positions in education, notably at Minneapolis by numbers 
of the city's school system. Positions in counseling and 
guidance were suitably described in this study. In recent 
years many job analyses were completed that reported educa-
tional positions. · The ·significant studies that have a 
relationship to colle~e personnel positions were reviewed. 
Prominent in this work was the National Research Council 
and the Council of Guidance and Personnel Associations. 
Mention should also be made of the United States Employ-
ment Service, a federal agency that has written more job 
analyses both in industry and in education than any other 
organization. 
The author has been unable to discover a job analysis 
of the Admissions Officer although several periodical 
. 
articles report some studies concerned with enumerating the 
tasks performed in the admission area. Usual~y the job 
has been studied as incorporated in the Registrar 1 s office. 
Perhaps the most prominent work to date in this area has 
been that recorded by Mr. Clyde Vroman (one of the respond-
ents to this study) and reported in this chapter. 
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CHAPTER III 
METHOD OF PROCEDURE 
.·• 
The tasks to perform to establish the position of 
Director of Admissions were, first, to set up a rating scale 
of duties that would be comprehensive and valid and, second, 
to submit this scale to a rep!esentative sample of Directors 
of Admissions. This chapter then is in three parts: 
l. Construction of Scale 
2. Determining the Respondents 
3. Collection of Data 
I. Construction of Scale 
In the preceding chapter it was noted that there are 
few specific studies that list the tasks performed by an 
Admissions Officer. The author began the construction of 
the scale by recording on a three by five card each task 
or duty that he performed. As certain tasks are performed 
only in certain months and, further, certain tasks are 
performed more frequently in certain months, this recording 
of duties took place over the full school year. It was 
obvious that many duties are closely related and so consid-
erable time was spent in the semantics and phraseology of 
the tasks performed. Because of this, tasks were not re-
corded two or more times merely because of different wording. 
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In addition to this source, investigators writing 
in the periodicals reported tasks assigned to the Ad-
missions Officers which were not necessarilY duties carried 
out by the author. In this regard, perhaps, the·most 
valuable journal in terms of content relating to the work of 
the Admissions Officer was the journal of the American 
Association of Collegiate Registrars and Admissions Officers, 
entitled College and-University. This is really the only 
journal that pertains directly to admissions procedures. 
This journal was reviewed thoroughly for tasks performed 
by Admissions Officers and was the best source for these 
items. Again each task was written on a three by five 
card and included in the file already described. Next in 
importance, as a source, was the Journal of the American 
College Personnel Association entitled the Personnel and 
Guidance Journal. 
ltems were obtained from books on collegiate administra-
tion but, as the reader knows, not many are available in 
this area and few have references to the Admissions Officer. 
The College Entrance Examination Board has performed a 
valuable service in publishing thei~ college admissions 
series, and this series proved a valuable source of items. 
The references, previously mentioned, were most valuable. 
However, articles on college admissions may be found occas-
sionally in all educational journals and in the daily news-
papers. Many of these contributed to the study. In this 
fashion, through the author's experiences and those of other 
Admissions Office~~' content validity w~s built into this 
scale. 
As the number -of three by five cards in the file in-
creased, it became evident, that the duties would have to 
be divided into groups as they were related. In this way 
it was easier to determine if a task was being duplicated. 
Further it would be easier to handle in the final form if 
related duties were grouped together. In reviewing the 
complete file it was decided that the logical division 
could be into the following groups: 
1. School College Relations 
2. Counseling 
3. Statistics-Records 
4. Administration-Supervision· 
5. Public Relation and Interpretation 
6. Instructional 
Special attention was again given to the wording of 
the tasks and certain of these were eliminated because of 
duplication. 
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The Pilot Study.-- The Directors of Admissiomin five 
colleges and universities were invited to participate in 
this study and they are listed in the appendix. The reason 
for this participation, of course, was to guarantee the 
comprehensiveness and validity of the scale itself. 
A letter was written explaining the purpose of this 
study and a preliminary scale was included. The scale was 
typed from the three by five cards that had been divided 
into appropriate groups. In the letter the Directors were 
asked to review the scale with the following factors in 
mind: 
l •. Comprehensiveness of Scale 
2. A.ppropriativeness of Groupings 
3. Choice of words (se:mantics) 
4. Clarity of directions to complete the scale 
5. Effectiveness of ratings 
6. General suggestion for improving seale 
A copy of the preliminary form is contained within the 
~ppendix. The ratings used were the following, judgment of 
importance, frequency of performance, and need for.pre-serviee 
education. Madnonnell!/used the two ratings, judgment of im-
portanoe and frequency of performance effectively in estab-
lishing an analysis of another educational position. A.s one 
of the objectives of this research is to make suggestions re-
garding the advisability of a curriculum or courses for the 
preparation of AdmissiomOffioers, the third rating, need 
for the pre-service education was included. 
Two weeks after the letter inviting participation in 
this study, this writer arranged a personal interview to re-
view the scale. This procedure was very valuable as addition-
al tasks were added and a rearrangement of the order of the 
groups was suggested. In the initial form of the scale an 
f/John F.F. MacDonnell, op. cit. 
estimate of the number of students and applications to 
the incoming freshman class was asked of each respondent. 
The pilot group asked how this would enhance the study 
directly and so this particular section was eliminated 
from the final form. The pilot group suggested brevity 
in the final form and the elimination of as much material 
that would not directly establish the job analysis of the 
position. 
Another excellent suggestion, already mentioned, was 
the rearrangement of item groups according to priority of 
importance to the Admissions Officer. Initially the five 
headings were arranged in the following order: 
I. Instructional 
II. School College Relations 
III. Administration-Supervision 
IV. Statistics Records 
V. Counseling 
VI. Public Relation and Interpretation 
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The pilot group found the titles of the divisions 
appropriate but suggested the rearrangemen~ as recorded in 
the final form of the scale. Instead of the Instructional 
division coming first, for instance, it was located at the 
end, indicating the pilot group's estimate of its relative 
importance. 
The preliminary form listed 117 items in the six divi-
sions described. The pilot group suggested combinations, 
deletions and additions so that the final scale listed 
107 items. The items that were added were usually 
peculiar to the institution of the pilot group member 
who made the suggestion. If this member knew that the 
particular item existed in the responsibility of another 
Admissions Officer, it was included in the final form. 
Such items as 11 Cooperate with industry in student 
recruitment programs, 11 "Inform high school of acceptance 
and achievement of college students" and 11 Write or edit 
letters, informative pamphlets to high schools for 
recruitment of students," were added to the preliminary 
form. 
Another suggestion was made to allow a space at the 
· end of the scale where the respondent could include any 
task which he performed but which was not listed in the 
scale. After making a tally of all the items, only one 
new task was suggested. This possibly, was due to the 
comprehensiveness and validity of the final scale. 
In addition a space was provided for the insertion 
of a personal philosophy of the office. Many respondents· 
offered their thoughts in this regard and they are recorded 
in the appendix. 
11 
MacDonnell employed an effective method of describing 
the ratings and setting them at the top of each page of the 
scale. A similar organization was used in this scale. 
1/John F.F. MacDonnell, op. cit. 
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Perhaps the greatest contribution by the participants 
in the pilot study was the encouragement offered and re-
port of the need for a study of this nature. The inter-
views were approximately two to three hours in duration 
and certainly of much value. 
Final Form 
The final form adopted will be found in the appendix. 
It is much improved over the preliminary form as a result 
of the contribution of the pilot group. Page two of this 
form seeks the personal background of the Admissions 
Officer in terms of degrees held and work experience. A 
population description of the college is requested so 
that individual colleges may be viewed in relation to 
colleges of equal size. 
On page three, a description or definition of the 
rating values is given. The pilot group strongly urged 
that this section could not be too explicit. People 
have different concepts of the work 11 seldom 11 and 11 infre-
quently11. As these words are used, a distinction must 
be made between them, and it was necessary to state the 
difference exactly. Only in this way could the ratings 
be considered reliable. 
As previously mentioned, the final form contained 
10? items arranged in six groups according to the relative 
importance of the groups. 
The last page of the rating form requested the amount 
of time (in per cent) the.t the Admissions Officers spent 
in each of the six areas. 
In addition the pilot group ~uggested provision of 
a space for recording any function performed but not 
included in the questionnaire. The philosophy of the 
admissions office was requested but not required as part 
of the study. 
Finally a space was provided whereby the respondent 
could request a copy of this study if he desired. 
2. Determining the Respondents 
One of the more difficult tasks. in this ·problem was 
the selection of those who would compl~te the ratings in the 
scale. It is obvious that only the person who holds the 
title "Director (Dean) of Admissions" should be asked to 
respond to this questionnaire. However, if a person's 
full-time position was the direction of the matriculation 
of students into college, and he had the executive respon-
sibility in this area, he was considered to be, de facto, 
the Director of Admissions. Hence, Secretary for Admiss-
ions, Admissions Officer, Dean of Admissions and Director 
of Admissions are all synonymous positions if they met the 
two criteria just mentioned. 
In a study of this type, it is useful to use a repre-
sentative list so that a random sample may be obtained. 
Unfortunately a list of this nature does not exist. 
Several plans were studied to determine if a list 
could be made by the author. A plan for requesting a 
catalog from each college was rejected as catalogs can 
offer different descriptive titles for administrative 
posts that are inherently the same. 
'. 
Working from the directories of the professional educa-
tional associations would not provide a representative 
list of colleges. 
It was finally decided to contact only accredited coll-
eges as determined by the American Council on Education. 
The council does not accredit colleges but publishes a hand-
Y 
book listing all colleges in the United States, (including 
Alaska and Hawaii) and the Canal Zone that have been accre-
dited by accrediting agencies. 
In the descriptions of the colleges contained in this 
handbook, there is a section entitled, "Administrative 
Officers." In this section the name of the president of 
the college, and his administrative staff are listed. All 
Colleges who listed by name a Director of Admissions or a 
person with a title synonymous were considered possible 
respondents to this questionnaire.· Care was taken to in-
sure that a person who might fill two administrative posts 
such as Registrar-Admissions Officer was not included in 
this list. The nature of a job analysis requires that 
the person responding fill only the position being establish-
ed. 
3. Collection of Data 
Of the 969 accredited colleges listed in the American y 
Council on Education handbook, 405 listed a Director of 
1/May Irwin, (editor) American Universities and Col~eges, 
American Council on Education Washington D.C. Seventh 
Edition, 1956. 
g/Ibid 
Admissions. To these 405 Admission Officers a letter 
was sent, questionnaire enclosed, requesting their 
assistance in completing the questionnaire. Each person 
was asked to give his title and if he did not perform 
the executive admission function,_he was asked to refrain 
from submitting the form. A copy of this letter is 
included in the appendix. Two follow-ups were used to 
obtain maximum response. Approximately three weeks later, 
- a postcard was sent to those who had not returned the 
questionnaire. Again, approximatelytwo months later, a 
new letter and an additional questionnaire were forwarded 
asking, as a final appeal, for cooperation. A copy of the 
postcard and final letter are included in the appendix. 
Approximately three months after the initial letter 
was sent out, this phase of the study was considered 
closed. At that time, 301 questionnaires had been received 
from the 405 which had been mailed. The return was 74.3 per 
cent. Within the 301 questionnaires, 13 were returned un-
completed for varied reasons, particularly inadequate time 
on the part of the respondent. This was understandable in 
view of the fact that many reported the questionnaire re-
quired two hours to complete. 
It is interesting to note that the American Univer-
sities and Colleges4toes not report the com21ete title 
1/Mary Irwin, (editor) op. cit. 
of the administrative officers listed. This inaccuracy 
is probably the result of the Colleges' desire to indi-
cate that the function of admissions is the sole respon-
sibility of one officer when in fact this officer has 
other duties as indicated by his title listed in the 
questionnaire. 
The following titles were given by respondents who 
performed the admissionsfunction but who also had other 
functions: 
Dean of Students and Director of Admissions 
Registrar and Director of Admissions 
Assistant Dean of Admissions and Records 
Registrar 
Dean 
Director of Student Personnel 
Dean of Students 
Director of Admissions, Extension and Placement 
Director of Admissions and Records 
Dean of Instruction 
Associate Dean, Admissions and Records 
Registrar and Examiner 
Assistant Registrar and Director of Admissions 
Associate Dean of Students for Admissions and 
Records 
Personnel Coorinator and Assistant Registrar in 
Charge of Admissions 
Dean of Admissions and Registrar 
Director of Admissions and Freshman Counselor 
Vice President for Public Relations and Direc~ 
tor of Admissions 
•' 
! 
/ 
._,_ 
General Secretary 
Assistant Dean and Director of Admissions 
Provost 
·Director.of A~issions.and Alumni 
Dean of Admissions and Freshman 
Director of Admissions and Public Relations 
Assistant to the President and Director of 
Admissions 
Administrative Assistant to the President 
Dean of Student Personnel 
Dean of Men and Director of Admissions 
As this study is concerned with fUll-time Admissions 
Officers only, questionnaires from respondents with titles 
listed above were eliminated. The table that follows re-
veals the disposition of the 405 questionnaires sent to 
Admissions Officers • 
Table 1. Frequency Disposition of Questionnaires From 
Admissions Officers in Various Size Colleges 
~~ 
Disposition of College Size 
Questionnaires All 0 1000 2500 5000 over 
c61i- to to to to 
eges 999 2499 4999. 9999 10,000 
... 
. ~ 
.. . - . 
Number mailed 405 196 114 41 29 25 
Number returned 301 147 90 28 ' 24 12 
Number not returned 104 49 24 13 5 13 
Number discarded 97 50 24 8 ll 4 
Number used 204 97 66 20 13 8 
Classifling the Colleges. Before the question-
naires were printed, it was felt that the tasks perform-
ed by the Admissions Officer in a large institution would 
differ from those performed by the related officer in a 
small institution. For instance, in the large institu-
tion where several members fulfill the admissions function, 
the Director's task would be highly administrative with 
little interviewing done by him. In the smaller institu-
tion, possibly the reverse would be true. Therefore a 
comparison of the functions of the Director of Admissions 
in various sized colleges would be useful. An Admissions 
Officer could compare his duties with_his counterpart in 
the same sized college by the population grouping. 
In addition, it would be more convenient to handle 
the questionnaires in smaller groups than in one single 
group. 
The reader, many times perhaps, has read statistics 
in one study and has tried to relate them to statistics in 
another study only to find a difference in the statistical 
population which makes a comparison impossible. The 
United States Department of Health, Education, and Welfare, 
Office of Education, made a suggestion in this regard to 
have all studies of a statistical nature use a standard 
college population grouping. Since 1955, the United States 
Office of Education has standardized its college popula-
·• !' 
tion sizes in the reporting of statistics dealing with 
higher education. In its current statistical studies 
.11 
the following categories are established: 
10,000 or more students 
5000 to 9999 
2500 to 4999 
1000 to 2499 
500 to 999 
200 to 499 
less than 200 
gj 
In making this suggestion the Office of Education 
reports, 
"Either more categories or fewermay be considered 
more appropriate in the future or for special purposes. 
It is hpped:; however, that in the interest of easy com-
parability _of data anf./p~rson making a size-classifica-
tion of institutions of higher education will consider 
the possible suitability for his purposes of the categories 
listed above. 11 ·· 
This office will use these categories to report the 
number of first-time students, the number of undergraduate 
or first professional students, the number of graduate, 
and the number of extension students. Eventually, these 
size categories will be used to report its q~adrennial 
statistical report on college libraries and on its financial 
statistics of higher education. 
J}United States Department of Health, Education and Welfare,. 
Office of Education, Higher Education Washington, U.S. 
Government Printing Office (1955) 12:10 
_g/Ibid. p1 10 
' .. 19 - ·:-
With these suggestions all colleges in this study 
were placed in the following categor~es: 
101 000 or·more students 
5000 to 9999 students 
2500 to 4999 students 
1000 to 2499 students 
0 to 999 students 
The table that follows lists the geographical loca-
tion of the colleges previously grouped by size. 
Table 2. Distribution of Respondents by State or District 
and Size of College 
'1. 1 •crn,.L.rt. · ,4 m ··rt u n ' 'ZI:. ''j. ... ~.1 II nfli 811 'f_ 'f'i'Jt;l'l .. all i :'"J t !IUlM Q Flltf .. tiJ'W'ti . "f ..... I ltJfil .C I J ~ llJJJ.b. f .. B !. 1 t -~ Jlr!l& .hUf:ll't tbL' l.J 
r.8. t k •. qo,I;lege Size . .. I gprr n.w: 1 n 
-" 
.. M 5 ·. 
States 0 1000 
2500 5000 pver Total 
to to to to by 
or 
lO,OOC State 999 '2499 4999 9999 
a 'It . .. rtl.lfi!:'P'I 
I _.$ J _, 
or District District 
.. 
-. 
·-
-
Alabama 
' 
1 1 
California 3 6 1 2 12 
Connecticut 3 1 4 
Dist. of Columbia 1 J_ 
Florida 1 1 
Georgia 2 1 3 
Idaho 1 1 
Table Z (continued) 
- -· ·-
- -' 
. ~· ... 
.. . .. 
-. 
College Size 
. ·····--
-
0 100 a:· 2500. 5000 over Total 
States to to to : to by District 
District :4999 
or 
999 2499 9999 1o,o DO State 
. ~- ·' .. .. . 
··- . 
. ---· 
·-
-
••• ¥ 
--
.. ,_ 
.. ···-
.... 
·-- ·-
Illinois 
'. 
11 3 •· 4 18 ; 
;' 
Indiana 5 1 1 1 8 
Iowa 8 
: 1 9 ;. 
' 
Kansas 2 2 
Kentucky 1 1 2 
'. 
Louisiana 1 1 2 
Iviaine 1 1 2 
Massachusetts 5 7 2 1 2 17 
Michigan 1 1 2 2 6 
Minnesota 2 4 6 
Mississippi 1 1 2 
Montana 1: 1 
Missouri 6 1 1 1 9 
Nebraska 4 4 
' 
New Hampshire 1 1 
': 
New Jersey 2 2 1 2 7 
- --------·- New York 5 12 2 2 21 
North Carolina 1 2 1 4 
-
----
- ---
-
Table~ (continued) 
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-
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;· 1 
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' 
.. -- .. ----- -·-·· 
Ohio 6 8 1 2 17 
Oregon 3 l 4 
Pennsylvania 8 5 1 1 15 
Rhode Island l 1 
South Dakota 1 l 2 
Tennessee 2 2 
Texas l 2 3 
Utah l 1 2 
Vermont 1 1 
Virginia 3 3 6 
Washington l l l 3 I 
- I 
West Virginia 2 2 
Wisconsin 2 '· 2 
. 
Wyoming 
Total 97 66 20 13 8 204 
~, 
. ' 
,, 
Additional Duty. On the final form of the question-
naire, space was provided to list any tasks performed by 
the Admissions Officer that were not included in the 
questionnai.re. The respondent was also requested to list 
his philosophy in this aame spaae. Approximately 75 per 
cent of the respondents did report either a task performed 
or the philosophy of their office. Most of the tasks listed 
we~e merely a repetition of tasks already included but with 
different phraseology. One exception of importance was 
noted, namely, 11 Counsel Candidates for Admission. 11 This 
task is of prime importance to the Admissions Officer and 
was mentioned several times in this section of the question-
naire. 
Basis for Critique. In addition to securing the 
assistance of Admissions Officers in this study, it was 
also necessary to obtain help in establishing the critique 
of the position. As all qualified Admissions Officers 
were invited to establish the job analysis, the help of a 
group of experts who do not function as Admissions 
Officers was needed. 
The method used to determine the critique was to 
submit the same questionnaire to a group of professional ed-
ucators and have this group rate each function according 
to its importance.. It is common knowledge that 50 per 
cent of college freshmen on a national basis will not 
graduate from college. Possibly this attrition figure 
could be lowered if a different student matriculated 
and hence the reflection on the methods presently 
employed by Admissions Officers. In other words, 
possibly Admissions Officers stress the importance of 
some of their functions to the detriment of others. 
By comparing the rating of each function, as computed 
by the Admissions Officer, with the rating given by the 
educational expert, it would be possible to determine if 
a difference existed. 
It was difficult to determine the educational expert 
in a position to make this rating. Certainly Admissions 
Officers were eliminated. But again, no convenient list 
exists from which a random sample could be chosen. 
The criteria used were the following: the person 
must be a trainer of guidance personnel and therefore close 
to the college admissionssituation, and for ease of 
mailing, the respondent must be a member of the American 
Personnel and Guidance Association. Certainly, there 
exist educators who are expert and not members of this 
association. But the association publishes a directory 
of members with their addresses and this association is 
52 
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vitally concerned with educators who train guidance coun-
selors. Under the direction of Dr. Dugald Arbuckle this 
list of prominent educators was compiled. The names of 
these educators who participated are listed in the appendixo 
Their replies, numbering 32, served as a basis for the cri-
tique of the position, Director (Dean) of Admissions. 
Summary 
The history of the _development of the admissions of-
fice has been traced f~om the first colleges and univer-
sities to the present. A review of the literature in-
dicates that a need exists for an analysis of this posi-
tion. This analysis may be divided into two tasks: con-
struction of the analysis tool or questionnaire and the 
procurement of cooperation from Admissions Officers and 
other professional educators. 
The items or tasks in the questionnaire were obtained 
from the author's experiences, and from an analysis of 
books and periodicals that pertain to admissions work. The 
composition form of the questionnaire -vras established as 
a result of researching studies similar in nature but re-
lating to other positions. 
The preliminary form of the questionnaire was review-
ed and criticized by a pilot group with the following fac-
tors in mind: 1. comprehensiveness of scale, 2. appro-
priativeness of groupings, 3. choice of words (semantics), 
4. clarity of directions to complete the scale, 5. effect-
iveness of ratings, and 6. general suggestions for improv-
ing the scale. The critique was incorporated with the 
preliminary scale to :form. the :final questionnaire. 
The respondents were selected from. colleges that 
had been accredited and had listed a Director of Adm.iss-
io~as one of their administrative officers in American 
1/ 
Universities and Colleges.- A copy of the final question-
naire was sent to 405 Directors of Admissions and, after 
two follow-ups, a total of 301 questionnaires were re-
turned. The questionnaires were grouped according to 
the college size of the respondent into the following 
categories: l. up to 999 students, 2. 1000-2499, 3. 2500 
to 4999, 4. 5000 to 9999, and 5. over 10,000. 
The final form. was also sent to a group of profession-
al educators who were designated experts because of their 
education and experience. They were asked to rate the 
items according to their importance to an Admissions Officer. 
1/Mary Irwin (editor) op. cit. 
CHAPTER IV 
PRESENTATION OF DATA 
The procedure described in Chapter III, which 
effected the reception of the completed questionnaire, 
produced approximately 65,000 separate numerical ratings. 
In its ungrouped state these data would be practically 
meaningless. This chapter, then, will describe the sta-
tistical treatment given to the data to enable an inter-
pretation. First, the procedure used to measure the 
questionnaire's reliability will be given. A descrip-
tion of the methods used to group the data will be given. 
After this compilation of data, essential duties will be 
ascertained and listed in tabular form. In addition, the 
person who holds the position, Admissions Officer, will 
be described by age, educational degrees held, and by 
educational work experience. His position will be 
described additionally by the number of staff employees 
under his supervision, by his faculty privileges indluding 
faculty rank and by the amount of time the Admissions 
Officer devotes to the various classifications of duties. 
. ··~ 
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I. Reliability of the Ratings 
The usual methods to determine reliability do not 
apply to a questionnaire type of research instrument. y 
DiVes,ta reports·: 
11 Conventional reliability measures did not apnear 
appropriate (to a questionnaire type of instrument). 
The split-half reliability coefficient did not appear 
to be of value since each of the items dealt with a 
separate topic. Test-retest reliability would apply 
in this case, but is not' always feasible in research 
practice, as in the present instance, while it would 
not have been practical to administer the questionnaire 
a second time." 
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DiVesta prescribed a technique to determine reliability 
by asking the respondent to write in the name of that ~ 
listed topic which he considered· the most (productive) 
and that ~ of the listed topics that he considered the 
least (productive·). If the research were a long one it 
would be appropriate to divide it into small groups for 
ease of determining the topic that met the criteria. 
. y'_ 
11 Agreement in this questioning method would be 
between the topic listed as the most productive and the 
j}Francis J. DiVesta, "Problems in the Use of Question-
naires For Studying the Effectiveness of Educational 
Programs, 11 Educational and Psychological Measurement 
Vol·. 14 p. 149 1954 
g/Ibid. p. 149 . 
occurrence of this topic in the highest category checked 
or the amount of agreement between the topic checked as 
the least productive and the occurrence of this topic 
in the lowest category checked." 
The reliability of the questionnaire would be the 
ratio of the number of agreements to the total number of 
opportunities for agreement. 
In adapting this technique to the present study, a 
separate section was provided at the end of each of the 
six groups of items. The respondent was asked, ''What is 
the most essential item in the above group and what is 
the least essential :Ltem in the above group?" If the re-
spondents answers were reliable, the item number listed 
as the most essential should correspond to the item rated 
highest in importance. Similarly, the item number listed 
as the least essential should correspond to the item 
rated lowest in importance. The consistency or reliabil-
ity would be a fun~tmon of the number of times the item 
was selected as most or least essential divided by the 
number of times the item was rated most or least important. 
r = n N 
n = number of times the item was selected as most or least 
essential 
N = number of times the item was rated most or least im-
portant 
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In computing the increments for this formula every 
fifth questionnaire was selected and the data obtained 
and compared. . As each questionnaire was categorized by 
its populatio~ a representative sample was obtained • 
. The reliabilities were obtained and are recorded in the 
following table. 
Table ~. Questionnaire Reliability by Admissions 
Officers in Various Sized Colleges 
College Size r College Size 
{1) 't9.1 _{_] 1 
All Colleges 0.81 2500 - 4999 Students 
0-999 Students 0.79 5000 - 9999 Students 
1000-2499 Students 0.83 over 10,000 Students 
r 
L2.l 
0.79 
1.00 
0.83 
·y 
An important study was conducted by Gerberich to 
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establish the consistency of questionnaire type of measuring 
devices. He administered three different questionnaires 
with certain common items to university students. The re-
sults of his work indicate 0.91 consistency with a one 
lfJohn B. Gerberich, "A Study of the ConsistencY[ of Infor-
mant Responses to Questions in a Questionnaire, 1 Journal 
of Educational Psychology Baltimore, Warwick and York 
Inc. 38: 299-306 1947 
day interval to a 0.74 consistency after an elapse 
of ten days between the two questionnaires. He 
59 
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reports: 11 Tb.ere is no reason to assume that questionnaire 
data are any less accurate than other forms of communica-
. tion such as the interview or personal document." 
As the reliability or consistency for all colleges in 
this study is reported as .81, this study haa adequate 
reliability. 
2. Compilation of Data 
As the questionnaires were returned, they were sep-
arated into the appropriate population categories. When 
the study was considered closed, the ratings were trans-
fared to tally sheets. It was convenient to have one per-
son read the ratings on the questionnaires while another 
recorded the ratings on the tally sheets. Approximately 
68,000 ratings were transferred in this process as there 
were 106 items to be rated and each item was rated for 
judgment of importance, frequency of performance and need 
for pre-service education. 
After the tally was complete it was evident that all 
respondents did not rate each item in the three columns. 
Therefore a summation of the scores would not reveal the 
true significance of each item. This was understandable 
in view of the fact that an.item might not be performed 
by a respondent and hence he could not estimate its 1m-
portance or the need for pre-service education. The 
1J!bid. p. 305-6 
·6n v 
assumption could not be made that because an item was not 
performed, it was not important. Possibly the item would 
be very important and performed within the respondent's 
institution but by a person other than the Admiss~ons 
Officer. 
The method used in order to account for these discre-
pancies was to determine the mean score for the itmms in 
each of their three ratings. If the item was not rated it 
was eliminated from any consideration in determining the 
mean scores. 
Mean scores were computed within each population cat-
egory and for all colleges combined. The mean scores were 
then ranked from the highest to the lowest and divided into 
decile ranges. In instances where several means were ident-
ical and at the same decile, they were placed in the group 
in the higher decile range. 
In determi~ing the decile range.s, it was first necess-
ary to compute the ten deciles. Deciles are points that 
11 
divide a distribution into tenths. For instance, Wert 
reports, 
11 Like the quartiles, the deciles are points rather than 
ranges of values in a distribution. There are nine decile 
points which divide a distribution into tenths. It follows, 
therefore, that it may not properly be said that a score lies 
in a decile. It is quite appropriate, however, to saY that 
a score lies in the lowest tenth of the distribution." 
1/James F. Wert et al, Statistical Methods in Educational 
and Psychological Research. New York, Appleton-Century-
Crofts. Inc. 1954 p. 41 
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The decile ratings used in the talbes that fallow are 
really decile ranges. In other words if the item has a 
decile rating of 1, it means that this item was rated with-
in the lowest 10 per cent of the items. If the item has a 
decile rating of 2, it means that this item was rated be-
tween the 11 and 20 percentile and the ratings progress up 
,through decile 10. 
In the table that follows each item has a decile range 
for judgment of importance (I), frequency of performance 
(F), and need for pre-service education (E) as rated by 
Admissions Officers and they are listed in column 2 through 
7. In addition, the decile range for judgment of importance 
as rated by the group of experts is listed in column (1). 
As an example, if the reader will look at item number 1 
in the table that follows, he will note that there are seven 
ratings on the same line as 11 I", judgment of importance. In 
column number one, the educational experts rated the item at 
decile 8 while all Admissions Officers combined (column 2) 
rated it at decile 10. In similar fashion it was rated at 
decile 10 by Admissions Officers working in colleges of 0-999 
students, 1000 to 2499 students, 2500 to 4999 students and 
5000 to 9999 students. Admissions Officers in colleges with 
more than 10,000 students (column 7) rated this item at de-
cile 8. On the second line opposite 11 F11 , frequency of per-
formance, and on the third line opposite 11 E11 , need for pre-
service-education, the decile rating may be read in similar 
fashion. 
Table 4.. Decile Ratings for Importance (I), Frequency (F), 
and Need for Pre~ervice Education (E). (Column 
1, by Experts, columns 2 - r;, by Admissions 
Officers) · 
DUTIES 
. 
......... -· ·-· , .. ___ _ 
I. School 
Relatio 
Colle~e 
ns 
1. Visit hi gh schools 
high 2. Speak to 
school a 
blies 
ssem-
speakers ~: 3 .. Pr€Dvide 
for care 
PTA, pan 
cuss ions 
ilar pre 
er days, 
el dis-
and sim-
grams. 
4. Plan Ool 
:I:J.ouse_pr 
lege open 
ograms 
college 5. Arrange 
tours fo 
ing high 
students 
families 
teachers 
r visit-
school 
, their 
and 
Category 
I 
F 
E 
I 
F 
E 
I 
F I 
E l 
I 
F 
E 
I 
F 
E 
I 
All I 0 
Coll-1 to 
eges~· 999 
1 ~ ~ 
8 10 10 
10 10 
. -
6 6 
... 
5 5 5 
5 6 
5 6 
6 7 7 
7j 7 
41 5 
7 6 6 
5. 5 
l 2 
7 9 10 
9 10 
1 2 
I 
College Size 
1000 25oo I 5ooo over 
to to to 
2499 4999 9999 p.o,ooo 
4 5 6 '1 
10 10 10 8 
10 9 9 8 
4 5 8 10 
5 5 6 4 
5 5 7 6 
3 4 6 5 
7 6 7 7 
.. 
7 6 9 7 
2 5 5 2 
-
6 4 4 5 
•· 
4 4 5 6 
l 2 2 4 
9 5 7 4 
.. 
9 6 8 4 
l l 2 3 
.. 
I 
DUTIES 
6. Direct or help 
alumni in recruit-
ment of students~ 
?. Participate in 
faculty committees 
dealing with prob-
lems of recruitment 
8. Write or edit let-
ters, informative 
pamphlets to high 
schools for re-
cruitment of stu-
dents. 
9. Direct or edit the 
college catalog. 
10. Write or prepare 
section of college 
catalog. 
CATEGO!I.Y 
I 
F 
E' 
I 
F 
E 
I 
F 
E 
I 
F 
E 
I 
F 
E 
, COLL.:EGE SIZE 
. .. . . . 01. 
ALL 
GOL..J< 
LEGES 
o ioco 25ool5ooo oVER 
to td ~b. tb 
999 2499 499~ ~~~g 1o1ooo 
1 2 3 
? 8 8 
8 8 
2 2 
9 8 8 
8 8 
3 4 
4 
8 
8 
3 
8 
? 
3 
9 10 10 10 
9 9 6 
9 g 8 
4 4 3 5 
2 
9 9 
5 ? 
5 
8 
8 
5 5 
8 10 
8 8 
8 6 
5 
? 
8 
3 
? 
8 
3 
6 
? 
7 
3 
9 
? 
5 
9 10 
8 10 
8 10 
4 
4 
l 
8 
6 
3 
3 
6 
7 
? 
6 10 
? 
3 
3 
3 
5 
5 
4 
9 
7 
3 
3 
7 
9 
6 
7 
6~ . 
COLL.!i;GE SIZE 
DUTIES CATEGORY · ALL 0 1000 2500 5000 OVER 
COL ... to to to to 
LEG1"'S 999 2499 4999 9999 10,000 
1 2. 3 4 5 6 7 
' 
11. Dev~loB an~ ¥lan. I 3 4 4 1 6 8 6 wor sh ps o gUl.-
dance .counsellors, F 4 5 2 3 4 5 
teachers and ~or 
administrators. E 6 5 5 7 g 8 
12. Administer a testing I 2 2 2 1 3 2 3 
program (other than 
an admission or en- F 2 2 l 3 l 3 
trance test) ~or 
4igh school students. E 8 B 7 8 10 g 
13. Cooperate with in- I 
-3 f 3 1 4 3 3 dustry in student 
recruitment pro- F ~ 2 l 4 4 5 
grams. 
E J l 1 2 4 4 
II. Counselling 
.. 
1. Counsel parents of I 8 10 10 10 10 10 8 
prospective college 
10 students. F 10 10 10 10 10 
E 10 io 10 10 10 9 
. 
2. Administer tests to I 2 2 2 2 l 2 l 
~triculated college 
students. F 1 l l l 3 l 
E 8 7 10 g 8 5 
,. 
I 
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COLL.I!;GE SIZE 
DUTIES CATEGORY ALL 0 100 0 250 0 500~ OVER COL~ to to to to 
LEGh"'S 999 249 9 499 9 9999 1o,ooo 
1 2 3 4 5 6 7 
3. Direct the college I i 2 2 2 3 4 1 
counseling center. 
F 1 1. 1 2 2 1 
E 10 10 10 10 9 4 
4. Counsel, high school I ·2 6 6 5 7 J 5 
students who are 
not candidates for F 7 '7 7 8 7 5 
admission. 
E 10 '9 10 8 10 6 
6. Counsel enrolled I ~ 6 6 7 5 6 7 
students in own 
college F 7 7 8 6 6 7 
E 10 10 10 9 10 9 
7. Direct program of I 2 2 2 4 2 3 2 
student personnel ~ services. F 2 4 2 1 2 
E 8 7 9 6 7 6 
8. Superyise a pro- I 3 4 5 4 3 7 3 
gram o'f freshman 3 4 orientation. F 3 3 3 3 
E 9 ·8 9 5 8 6 
I 
( 
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COLLll:GE SIZE 
DUTIES CATEGORY ALL 0 1000 2500 5000 OVER 
COL- to to to to 
LEGES 999 2499 4999 9999 101000 
1 2 ::s 4 5 6 7 
9. Plan or assist in I 5 5 5 5 5 3 2 
scheduling of 
courses for new F 4 4 4 4 3 2 
students. 
E 8 8 8 8 8 5 
III. Statistics-
Records 
1. Act as chairman or I llo 10 9 9 10 9 10 
leader o:f the com-
mittee on admiss- F 9 7 9 10 9 10 
ions. 
E 10 9 9 10 9 10 
2. Act only as a mem- I 7 6 5 8 6 5 4 
ber o:f committee 
on admissions. F 5 5 9 5 5 3 
E 5 4 7 6 5 4 
3. Supervise or ad- I 5 5 4 8 4 3 6 
minister tests :for 
admissions. F 5 4 6 3 4 6 
E 10 10 9 6 9 9 
4. Evaluate appliha- I 10 lib lO 10 10 10 10 
tion :for admission. 
F 10 10 10 10 10 10 
, E 10 10 10 10 10 10 
' '• 
I 
COLL.U:GE SIZ:it 
DUTIES CATEGORY ALL 0 1000 2500 5000 OVER 
COL- to to to to 
LEG~"'S 999 2499 4999 9999 1o,ooo 
1 2 3 4 5 6 'f'} 
5. Report on and in- I 5 9 9 9 9 9 10 
terpret test re-
sults. F 10 10 g 9 10 10 
E 10 10 10 10 10 10 
6. Evaluate health I 3 5 5 7 .2 l 5 
records of candi-
dates for admiss- F 6 6 7 3 2 4 
ion. 
E 7 6 10 4 6' 3 
7. Evaluate college I 9 8 7 7 8 10 10 transcripts of' 
transf'er students. F 7 7 6 8 10 10 
E 9 8 7 g g 10 
8. Assist in the I 8 'i 7 8 .5 4 g 
evaluation of' 
college transcri~t~ F e 7 8 6 5 10 
of' transf'er stu-
dents. E 9 10 g 6 5 10 
9. Evaluate military I 8 2 2 4 5 5 7 
records f'or col-
lege credit. F 4 3 5 5 8 8 
E 2 3 6 2 3 2 
' 
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,. I 
COLLJEGE SIZE 
'' 
.I 
DUTIES CATEGORY ALL 0 100 0 250 0 500C O'VER 
COL~ to to to to 
LEG1"'S 999 249 9 499 9 9999 1o 1ooo 
In 2 ?i 4. 5 n '? 
' 
10. Assist in the I 9 3 5 2 3 3 5 
evaluation of 
military records F 3 3 2 3 5 7 
for college ere-
dit. E 3 4 3 .3 3 2 
11. Make study of I 4,0 9 9 7 10 10 g 
enrollment :pre-
diction. F 9 g 7 10 10 10 
E 8 8 8 5 10 8 
12. Design or select I J.: 0 1 b 10 10 10 g 10 
forms, records to 
be used in the F 10 10 10 10 10 10 
admission office. 
E 10 g 10 g 7 8 
13. Do independent I 10 g 8 10 g g g 
study related to 9 8 admissions. F g 8 g 10 
E 9 9 7 8 g 10 
14. Direct or chair- I 3 6 6 6 6 8 6 . 
man the scholar-
ship award com- F 6 7 6 4 6 7 
mittee 
E " 7 4 g 6 6 5 
I 
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COLLE;GEJ SIZE 
DUTIES CATEGORY ALL 0 1000 2500 5000 OVER 
COL- to to to to 
LEG.b"'S 999 2499 4999 9999 1o,ooo 
l 2 ;.a; Ll. n ;:. r} 
, 
15 .. Give scholarship I 2 3 3 3 l 4 3 
examinations .. 
F 2 2 3 1 l 3 
E 2 i 4 l 3 3 
16. Attempt to secure I 3 '2 3 2 3 2 2 
money :for new 
scholarships. F ·2 2 1 2 3 2 
E 1 ]! 2 2 1 2 
17. Evaluate scholar- I ~ g 10 6 8 g 8 
ships application . 
F 8 1:0 4 7 8 8 
E '? ~0 2 5 7 8 
18. Write or edit I 3 7 '7 6 G ~ § 
scholarship bro-
chures. F 5 6 6 4 5 4 
E -'5 4 7 4 7 5 
lg. Serve on com- I 4 ·5 ·a 4 4 3 5 
mittee to deter-
mine recipients F 6 7 4 6 4 7 
of' loans .. 
E 2 l 4 3 l 3 
l t 
., 
DUTIES CATEGORY ALL 0' 
C'OL ... : to 
LEGh"'S 999 
1 P. ~ 
20~ Serve on commit- I 5 8 8 
tee to select re-
cipients o:f F 7 e 
grants in aid. 
E 4 5 
21. Supervise a pro- I ~ 4 4 
gram :for collect-
ion o:f student F 3 3 
data in college. 
E 4 3 
22. Supervise a test- I lL 2 2 
ing program :for 
:freshman. F 2 4-
E ·a 6 
23. Olassi:fy students I .3 3 :3 
:for instruction 
by a program o:f F 2 2 
testing and re- ; 
cor.d evaluation. E e e 
-
24. Ma~e surveys. I ~ 6 ·5 
-
F 5 4 
E 8 r. 
I 
COLL.t5GE SIZE 
ioo 0 250 0 5000 
to to to 
2499 499 9 9999 
4 f) 8 
8 5 5 
5 5 4 
3 2 1 
5 2 4 
5 2 5 
5 3 6 
3 1 4 
2 1 2 
e 4 e 
3 3 3 
1 3 2 
e 5 8 
5 8 6.; 
,_ 
5 8 7 
8 8 e 
O'VER 
~01000 
rJ 
5 
7 
4 
5 
5 
5 
1 
1 
1 
4 
5 
7 
6 
4 
5 
,..,n 
'v 
• 
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COLL.t5GE SIZE 
DUTIES CATEGORY ALL 0 100 0 250 0 500( OVER 
COL-- to to to to 
LEG1"'S 999 249 9 499 9 999 9 10,000 
-
1 9. ?\ 4. f) 8 -.,i 
25. Provide statis- I 7 6 6 6 6 6 7 
tics :for other 
people doing re- F r 6 8 7 7 7 
search. 
E 4 3 6 3 5 5 
26. Make :follow up I 6 7 ·7 ? ? 7 ? 
studies of marti-
culated students. F 7 7 7 6 ? 5 
E 10 10 8 9 9 9 
27. Maintain records I 4 4 3 6 2 4 2 
of enrolled stu-
dents. F 3 2 5 1 3 2 
E 3 2 7 1 4 3 
28. Compile statis- I 6 4 4 5 5 5 6 
tics :ror high 
sehool surveys. F 4 4 3 5 4 6 
E 4 3 4 ? 2 5 
29. Inform high I 8 8 9 ? 9 8 8 
school of accept-
F ance and achieve- 8 8 7 9 8 8 
ment of college 
students. E 3 3 3 3 3 4 
. I 
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I .. j, 
COLLE;GE SIZ.El 
·'·· . ·-
DUTIES 
' 
CATEGORY ALL 0 100 o 25ool5oo 0 OVER 
COL .... to to to to 
LEGh"'S 999 249 9 499 9 9999 1o,ooo 
~ 2 !'5. 4 -:5 6 7 
30. mompile statis- I 7 '7 6 9 9 8 7 
tics in order to 
determine quality F 6 5 8 '7 '7 8 
o:t: high school. 
E 6 5 6 8 8 7 
IV. Administra-
tion Super-
vision 
. 
1. Hold cont'erences I 9 10 10 9 9 9 9 
with college ad-
ministrative su- F 10 9 9 10 9 8 
periors. 
E 7 '7 8 6 6 8 
2. Direct o:t::t:ice I 9 10 10 10 10 10 10 
routine. 
F 10 10 10 10 10 10 
E '7 6 '7 7 8 8 
3. Conduct sta:t::t: I 10 lC 9 10 8 10 10 
meetings concern-
ing admissions. F 1C 9 10 9 9 10 
E ? '7 8 6 6 8 
4. Interview pros- I 9 c 
"' 
e 10 8 8 10 
pective sta:t::f 
members and re- F E 6 9 7 9 6 
view personal 
and pro:t:essional E 6 5 7 5 8 8 
records. 
I 
COLL.!EGE SIZE 
DUTIES CATEGORY ALL 0 1000 2500 5000 OVER 
COL .... to to to to 
LEGES 999 2499 4999 9999 1o,ooo 
1 2 ~ 4 5 6 7 
5. Provide for in- I 9 8 7 9 7 8 10 
service education 
of staff members. F 6 5 7 7 8 8 
E 6 5 7 5 7 9 
6. Participate in I 9 .8 8 9 8 8 9 
staff meeting tor 
purpose of plan- F 9 8 9 8 8 7 
ning broad colleg~ 
9 9 policy. E 8 9 7 10 
7. Prepare notices, I 7 5 5 9 4 5 7 
bulletins, instr-
uctions for staff F 7 6 8 5 5 8 
E 4 2 8 3 8 5 
8. Evaluate compe- I 8 7 8 2 9 9 9 
tence of individ-
ual staff members F 8 7 8 9 9 10 
E 4 4 4 4 4 10 
9. Assist staff mem- I 7 2 3 5 2 2 4 
'Qers in program 
3 of self evaluatio~ F 2 7 2 2 4 
by providing 
2 check lists. E 1 3 3 1 5 
'\ 
I 
COLL.l!;GE SIZE: 
DUTIES CATEGORY ALL b' 1000 2SOO 5000 OVER 
COL" to to to . tb 
LEGJ!,"'S 999 2499 4999 ~999 10~000 
h 2 3_ 4 5 6 7 
10. Establish work I 9. 7 7 4 9 8 10 
loads of admiss-
ion staff .. F 8 8 6 8 9 8 
E 2 2 2 4 4 6 
11. Confer and make I 10 1 ) 10 9 10 10 10 
reports to su-
periors on ad- F 10 9 10 10 10 9 
mission problems. 
7 E 8 ~ 6 9 6 
12. Maintain record I '1 8 8 9 8 8 8 
of offiee acti-
vi ties. F 10 9 10 9 9 8 
E 3 3 4 4 4 5 
13. Develop plan for I ~b 9 9 9 10 9 9 
e::x::pendi ture of 
8 10 office budget. F 9 8 9 9 
E 6 6 6 6 3 7 
14. Participate in I 8 8 7 8 8 8 10 
the planning of 
new facilities. F 7 6 8 9 7 6 
E 4 4 5 7 2 6 
I 
DUTIES 
15. Maintain inven-
tory of' office 
forms and other 
supplies. 
16. Work with draft 
boards on defer-
ments. 
17. Serve on faculty 
committee to 
evaluate criter-
ia used for ad-
mission. 
18. Serve on com-
mittee of ad-
ministrative 
officials to 
evaluate criter-
ia used for ad-
mission. 
19. Direct registra-
tion of new 
students. 
COLLE;GE SIZE 
tATE~6RY hLL 0 iooo zsob sboo ovER 
I 
F 
E 
I 
F 
E 
I 
F 
E 
I 
F 
E 
I 
F 
E 
COL.. to to tb to , 
2499 4999 9999 1o,ood LEG.B.'S 999 
4 
5 10 10 10 
7 6 10 
5 2 
1 
1 
1 
1 
1 
1 
3 
3 
1 
10 .8 10 5 
8 8 6 
6 8 3 
10 9 9 7 
10 lO 10 
9 8 9 
-
4 3 
3 
2 
1 
2 
1 
7 
6 
5 
5 6 
7 8 
4 8 
1 
3 
3 
1 
1 
2 
3 
1 
7 
8 
5 
3 
3 
3 
2 
7 10 8 
7 8 9 
8 4 6 
10 6 10 
9 6 9 
7 3 8 
2 1 
2 2 
2 3 
3 
2 
2 
75 
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I 
COLL.t!;GE SIZ~ .· 
. ' 
:bUTIES CATEGdRY ALL 0 1obo 2500 8000 b'VER 
COLi- to to to to 
LEG.I!."'S 999 2499 4999 9999 101000 
l 2 3 4 5 6 ? 
20. Direct registra- I 2 1 1 3 1 l 2 
tion of all stu- l 1 dents. F 2 1 2 2 
E 1 1 2 3 2 2 
21. Direct collect- I 4- 1 1 1 l 10 2 
ion of tuition 
and fees from F 1 l 1 l 1 2 
new students. 
E 1 1 1 1 l 2 
22. Schedule flow I ~ 8 9 4 10 ? 8 and distribution 
o'f in'form.ative F 9 10 4 10 8 9 literature to 
students, high E 4 5 l 9 4 8 
school and coll-
ege faculty. 
v. Public Rela-
tions and In-
terpretation 
l •. Participate in I 5 7 6 8 5 5 3 
workshops or 
F 5 4 clinics conduc- 6 5 8 6 
ted by other 7 4 institutions. E 5 4 6 5 
f 
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I I 
; 
COLL.L!:G.El SIZE 
•'· .. 
DUTIES CATEboRY ALL 0 1ob 0 250 0 500C OVER 
COL ... to td to· to 
LEGES 999 249 9 499 b S9~9 10,000 
il 2 3 4 5 6 7 
2. Serve as guest I 4 2 2 3 2 4 3 
lecturer at 
other colleges F .5 6 3 2 4 3 
E 4 4 4 6 6 4 
3. Work with com- I ,a 6 6 6 7 5 6 
mittees of pro-
fessional organ- F 4 p 2 6 6 6 
izations in 
effort to im- E 5 5 5 6 5 6 
prove profess-
ional services. 
-
4. Prepare and make I '7 5 4 5 5 6 6 
reports to local, 
state and nation 1- F 5 4 6 6 6 5 
al professional E 3 services. 3 2 3 7 5 
5. Represent coll- I 7 8 8 7 9 6 8 
ege in confer- F 7 8 6 8 ence, regional 8 8 
or~national 
meetings. E 6 6 5 7 5 7 
6. Make surveys to I 4 3 2 5 3 2 2 determine com-
munity needs of F 2 1 4 3 2 1 
new courses, 1 
subjects, pro- E .3 3 4 4 2 
grams. 
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t 
COLL.!EGE SIZJ.!] 
DUTIES CATEGORY ALL 0 lOdO 2500 5000 OVER 
cot ... ~0 to to tb LEGES ~ 9 2499 4999 9999 101000 
il 2 3 4 5 6 7 
7. Prepare f'ilm I 4 4 6 2 4 2 5 
strips, movies, 
brochures or F 3 5 1 4 2 6 
other material f pr 
the public. E :.5 7 4 7 2 10 
8. Address civic I 6 groups for good 7 7 
5 7 5 7 
will toward F 6 6 5 6 7 7 
college. 
E 7 7 6 6 6 10 
9. Prepare or su- I 6 5 5 4 6 3 4 pervis e prepa.r-
a tion of press , F 4 4 5 4 4· 5 
radio, or tel-
evision releases E 6 6 6 7 7 7 
concerning ad-
mission office 
or students. 
10. 8enve as consul- I 4 4 5 3 6 3 6 
tant to seconda-
ry schools in F 4 4 3 5 4 6 
matters relating 
to high school E 8 8 6 9 6 10 
curriculum. 
11. Participate in I 5 5 6 4 5 5 4 
community civic 
7 meetings. F 6 7 I 5 6 
E 5 5 5 5 2 4 
I 
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' 
. COLL1EGE SIZE 
' 
DUTIES CATEGORY ALL 0 1000 25bb 5000 OVER 
COL .... to to to to 
tEGh"'S 999 2499 4999 9999 10,000 
" l 2 3 4 5 6 rr 
l2. I:p.te:rpret aQ.-. ~ss~on pol~c~es I lO 9 9 8 lO 7 lO 
:for members o:f F 9 9 9 lO 8 9 
own faculty. 
·E 7 8 5 7 8 9 
l3. Participate in I 2 4 3 6 3 3 2 
administration 
o:f alumni organ- F 4 3 6 4 2 l 
ization. 
E 3 4 3 2 l l 
l4. Confer or enter- I <2 3 4 2 3 2 4 
tain guests (not 
involved with ad~ F 3 4 3 3 3 4 
missions) as o:f-
:ficial: duty. E l 2 2 2 l l 
l5. Provide occupa- I .3 3 3 2 4 4 6 
tional in:form-
ation service F 6 5 9 5 4 7 
to high schools. 
E 5 7 2 4 5 7 
l6. Act as education~ I ,0 4 5 2 6 5 8 
al consultant. 
F 4 3 4 5 5 6 
E 8 8 7 9 5 8 
I 
I 
DUTIES CATEGORY ALL 
COL,. 
LEGb"'S 
ll 2 
VI. Instructional 
1. Instruct in coll- I 2 1 
ege subject area 
contact hours F 2 ( ) . 
No. E 10 
2. Write or _edit I 2 1 
text-books. 
F i 
E g 
3. Read professional I ~ 7 books, periodi-
cals, reports, F 9 
etc. 
E 7 
4. Contribute to 
professional jour I 6 6 
nals. F 5 
E 7 
5. Evaluate enrolled 
student progress. 
I 4 5 
F 5 
E 8 
I 
0 
to 
999 
3 
1 
2 
10 
1 
l 
8 
8 
9 
7 
4 
3 
6 
4 
5 
7 
COLL.l5GE SIZE 
1000 2500 5000 
to to to 
2499 4999 9999 
4 5 6 
3 1 2 
3 2 1 
10 10 8 
1 1 2 
1 2 1 
g 10 7 
4 g g 
5 10 10 
7 g 4 
8 6 6 
7 5 5 
8 10 7 
6 n7 5 
5 6 5 
9 9 4 
OVER 
1o,ooo 
7 
2 
2 
5 
1 
2 
3 
8 
10 
7 
4 
4 
7 
8 
6 
8 
~"" Ou
81 
COLL.:EGE sizE 
' ~ . .~ .• . :· 
))UT!ES CATEGORY AiL 6 ioooJ 2sod sooo OVER 
COL,.. to to to to 
LEGES 999 2499 4999 9999 10,000 
l 2 3 4 5 6 ? 
6. Supervise student I l i 1 1 1 1 1 
teachers. 
F 1 1 2 1 1 1 
E ? 8 5 7 5 1 
7. Set up :t'aculty I 1 1 2 1 3 1 1 
advisor system. 
2 F ·2 1 3 2 1 
E 2 1 2 9 5 2 
8. Serve on faculty- I 5 4 5 3 4 5 4 
student commit-
tees. F 4 5 2 4 4 4 
E 5 4 6 5 3 3 
9. Prepare regula- I a. 2 2 2 1 1 1 tions :t'or student 
behavior. F 2 2 3 1 1 1 
E 2 3 2 6 1 1 
10. Act as faculty I 2 2 3 2 3 2 2 
advisor to stu-
dent organiza- F 3 4 2 3 3 1 
tions. 
E 2 3 1 5 ·1 1 
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COLL.IEGE SIZE 
DUTIES CATEGORY ALL 0 1000 2500 5000 OVER 
COL.-. to to to to 
LE~ESI 999 2499 4999 9999 10,000 
1 2 3 4 5 6 7 
ll. Supervise e:x:tra I 1 l l l l l l 
curricular pro-
gram in college. F l l 2 l l l 
E 2 2 2 5 2 l 
12. Supervise dormi-
tories (excluding I 1 l l li l l l 
physical repairs F 1 1 1 1 1 l 
and upkeep) • 
E 1 1 1 2 1 1 
13. Prepare standards I :¥. 1 1 l 2 1 2 
and regulations 
for student be- F 2 2 1 3 1 .2 
havior. 
E 2 2 l 4 1 2 
14. Serve on faculty I 
--5 6 7 4 7 7 5 
committees. 
F 7 8 4 8 8 4 
E 4 5 3 7 4 4 
15. Direct visual aid I J. l 1 2 l 1 1 
department. 
F 2 l 4 1 1 l 
E 2 3 2 2 3 1 
l 
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I 
I 
1 O.olle>ao ~·"'"' I 
DUTIES Category I All 0 lOOO 2500 5000 over 
Col- to to to to 
lleg13e 9Q9 2499 4999 9999 lO,:J< 
··-·~ - ,._i 2 3 4 5 6 'l 
-
i 
16. Direct prepara- I 3 3 4 
I 3 3 1 3 
tion for a stu- I dent orientation F 3 4 2 2 3 3 
handbook. 
E 2 3 4 2 2 3 
17. Perform educa.- I 6 5 4 6 7 6 6 
tiona1 research. 
F 4 3 5 5 5 5 
E 10 10 10 10 9 10 
I 
f 
I 
J 
' 
J i 
3. Essential Duties 
To determine the essential duties for each size col-
lege and for all colleges, the ratings of judgment of im-
portance and frequency of performance were used. The 
third rating, need for pre-service education, forms the 
y' 
basis of a proposed curriculum. Webster's dictionary 
lists as a definition of essential the following: "impor-
tant in the highest degree; indispensable. 11 Hence it is 
logical that the rating of importance be used to establish 
the essential duties. Another criterion for establishing 
the essentiality of a duty would be the amount of -time de-
voted to a duty. This is measured by the rating, 11 frequency 
of performance. 11 Every duty listed was performed by at 
least one Admissions Officer and hence each item has a de~ 
gree of essentiality by some respondent. 
The method used to compute the essentiality of each 
duty was to combine the decile rating of frequency of per-
formance and judgment of importance. Each duty has been 
rated on a scale of 0-4 for frequency and the mean rating 
was found. The means were then ranked and assigned a de-
cile rating of 1 through 10. The same procedure was used 
in determining the decile rating for each item in judgment 
of importance. Therefore each item may have a maximum de-
cile sum of 20 if both ratings (importance and frequency) 
are combined. The minimum decile sum would be two. 
1/G. & C. Mer~iam Co., Webster's Collegiate Dictionary, 
Springfield, Massachusetts 1947 p. 341 
Accordingly, each item has a decile sum range between 2 
and 20 in determining its essentiality. 
By combining these two factors in this way, equal 
weight is given to both importance and frequency. After 
the decile sum was computed, it was ranked. Again as all 
duties are performed by at least one respondent, it was not 
possible to discard any duties as being non-essential. 
F~ther, degrees of essentiality were computed. The most 
convenient method to handle the items was to use three de-
grees of essentiality: 
·Most Essential 
Essential 
Least Essential 
In the ranking process the items were grouped into 
thirds and the high third was assigned the title, 11 most 
essential." The middle third was assigned the title, "es-
sential. 11 And the lowest third was assigned the title, 
11 least essential. 11 When identical decile sums were found 
85 
at the 77 or 33 percentiles, they were placed in the higher 
third. The decile sums that were rated most essential ranged 
between 15 and 20, essential between 8 and 15 and least es-
sential lower than 8. 
It is obvious that it would be easier to learn the es-
sential duties by a list of the duties themselves grouped ac-
cording to their essentiality and to the size of the college. 
The list that follows pertains to all colleges in the first 
instance and then to colleges of specific population size. 
List of Duties Considered Essential in Varying Degrees 
by Admissions Officers in All Colleges 
Most Essential Duties 
I. School College Relations 
l. Visit high schools. 
5. Arrange college tours for visiting·high school 
students, their families and teachers. 
6. Direct or help alumni in recruitment of students. 
?. Participate in faculty committees dealing with 
problems of recruitment. 
8. Write or edit letters, informative pamphlets to 
high schools for recruitment of students. 
10. Write or prepare section of college catalog. 
II. Counseling 
1. Counsel parents of prospective college students. 
III. Statistics-Records 
1. Act as chairman or leader of the committee on 
admissions. 
4. Evaluate application for admission. 
5. Report on and interpret test results. 
?. Evaluate college transcripts of transfer students. 
8. Assist in the evaluation of college transcripts 
of transfer students. 
11. Make study of enrollment prediction. 
12. Design or select forms, records to be used in the 
admission office. 
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13. Do independent study related to admissions. 
1?. Evaluate scholarship applications. 
20. Serve on committee to select recipients of grants 
in aid. 
29. Inform high school of acceptance and achievement of 
college students. 
IV. Administration Supervision 
1. Hold conferences with college administrative super-
iors. 
2. Direct office routine. 
3. Conduct staff meetings concerning admissions. 
4. Interview prospective staff members and review per-
sonal and professional records. 
5~ Provide for in-service education of staff members. 
6. Participate in staff meeting for purpose ~f planning 
broad college policy. 
8. Evaluate competence of individual staff members. 
10. Establish work loads of admission staff. 
11. Confer and make reports to superiors on admission 
problems. 
12. Maintain record of office activities. 
13. Develop plan for expenditure of office budget. 
14. Participate in the planning of new facilities. 
15. Maintain inventory of office forms and other supplies. 
1?. Serve on faculty committee to evaluate criteria used 
for admission. 
18. Serve on committee of administrative officials to 
evaluate criteria used for admissions. 
22. Scheduale flow and distribution of informative litera-
ture to students, high school and college faculty. 
V. Public Relations 
5. Represent college in conference, regional or nation-
al meetings. 
12. Interpret admission polices ~or members of own fac-
ulty. 
VI. Instructional 
3. Read professional books, periodicals, reports, etc. 
Essential Duties 
I. School College Relations 
2. Speak to high school assemblies. 
3. Provide speakers for career days, PTA, panel dis-
cussions and similar programs. 
· 4. Plan college open house programs. 
9. Direct or edit the college catalog. 
11 •. Develop and plan workshops for guidance counsellors, 
teachers and for administrators. 
II. Counselling 
4. Counsel high school students who are not candidates 
for admission. 
6. Counsel enrolled students in own college. 
9. Plan or assist in scheduling of courses for new stu-
dents.-
III. Statistics - Records 
2. Act only as a member of committee on admissions 
3. Supervise or administer tests for admission. 
6. Evaluate health records of candidates for admission. 
14. Direct or chairman the scholarship award committee. 
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18. Write or edit scholarship brochures. 
19. Serve on committee to determine recipients of loans. 
24. Make surveys. 
25. Provide statistics for other people doing research. 
26. Make follow up studies of marticulated students. 
28. Compile statistics for high school surveys. 
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30. Compile statistics in order to determine quality of high 
school. 
IV. Administration Supervision 
5. Provide for in-service education of staff members. 
7. Prepare notices, bulletins, instruction for staff. 
v. Public Relations and Interpretation 
1. Participate in workshops or clinics conducted by 
other institutions. 
3. Work with committees of professional organizations 
in effort ot improve professional services. 
4. Prepare and make reports to local, state and aation&l 
professional organizations. 
8. Address civic groups for good will toward college. 
9. Prepare or supervise preparation of press, radio, or 
television releases concerning admission office or 
ssudents. 
10. Serve as consultant to secondary schools in matters 
relating to high school curriculum. 
11. Participate in community civic meetings. 
13. Participate in administration of alumni organization. 
15. Provide occupational information service to high 
schools. 
16. Act as educational consultant. 
VI. Instructional 
4. Contribute to professional journals. 
5. Evaluate enrolled student progress. 
8. Serve on faculty-student committees. 
14. Serve on faculty committees. 
Least Essential Duties 
I. School College Relations 
12. Administer a testing program (other than an admis-
sion or entrance test) for high school students. 
13. Comperate with industry in student recruitment pro-
grams. 
II. Counselling 
2. Administer tests to matriculated cellege students. 
3. Direct the college counseling center. 
7. Direct program of student personnel services. 
8. Supervise a program of freshman orientation. 
III. Statistics - Records 
9. Evaluate military records ~or college credit. 
10. Assist· in the evaluation of military records for 
college credit. 
15. Give scholarship examinations. 
16 .• Attempt to secure money for new scholarships. 
21. Supervise a program for collection of student data 
in college. 
22·. Supervise a testing program for :ereshim.an. 
23. Classify students for instruction by a program of 
testing and record evaluation. 
27. Maintain records of enrolled students. 
9C 
IV. A~nistration Supervision 
9. Assist staff members in program of self evaluation 
by providing check lists. 
16. Work with draft boards on deferments. 
19. Direct registration of new students. 
20. Direct registration of all students. 
21. Direct collection of tuition and fees from new 
students. 
V. Public Relations and Interpretation 
2. Serve as guest lecturer at other colleges. 
6. Make surveys to determine community needs of new 
courses, subjects, programs. 
7. Prepare film strips, movies, brochures or other 
material for the public. 
14. Confer or entertain guests (not involved with ad-
missions) as official duty. 
VI. Instructional 
1. Instruct in college subject area contact hours ( ) 
No. 
2. Write or edit text-books. 
6. Supervise student teachers. 
7. Set up faculty advisor S$stem. 
9. Prepare regulations for student behavior. 
10. Act as faculty advisor to student organizations. 
11. Supervise extra curricular program in college. 
12. Supervise dormitories (excluding physical repairs 
and upkeep) • 
13. Prepare standards and regulations for student be-
havior. 
.. , 
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15. Direct visual aid department •. 
16. Direct preparation for a smudent orientation handbook. 
List of Duties Considered Essential in Varying De-
grees by Admissions Officers in Colleges of 0 to 999 Students. 
Most Essential Duties 
I. School College Relations 
1. Visit high schools •. 
3. Provide speakers for career days, PTA, panel dis-
cussions and similar programs. 
5. Arrange college tours for visiting high school 
students, their families and teachers. 
6. Direct or help alumni in recruitment of students. 
7. Participate in faculty committees dealing with prob-
lems of recruitment. 
8. Write or edit letters, informative pamphlets to 
high schools for recruitment of students. 
10. Write or prepare section of college catalog. 
II. Counselling 
1. Counsel parents of prospective college students. 
III. Statistics - Records 
1. Act as chairman or leader of the committee on ad-
missions. 
4. Evaluate application for admission. 
5. Report on and interpret test results. 
7. Evaluate college transcripts of transfer students. 
8. Assist in the evaluation of college transcripts of 
transfer students. 
ll. Make study of enrollment prediction. 
12. Design or select forms, records to be used in the 
admission office. 
13. Do independent study related to admissions. 
1?. Evaluate scholarship applications. 
20. Serve on committee to select recipients of grants 
in aid. 
26. Make follow up studies of marticulated students. 
2~. Inform high school of acceptance and achievement 
of college students. 
IV. Administration Supervision 
1. Hold conferences with college administrative su-
periors. 
2. Direct office routine. 
3. Conduct staff meetings concerning admissions. 
4. Interview prospective staff members and review 
personal and professional records. 
6. Participate in staff meeting for purpose of plan-
ning broad college policy. 
8. Evaluate competence of individual staff members. 
10. Establish work loads of admission staff. 
11. Confer and make reports to superiors on admiss-
ion problems. 
12. Maintain record of office activities. 
13. Develop plan for expenditure of office budget. 
15. Maintain inventory of office forms and other sup-
plies. 
1?. Serve on faculty committee to evaluate criteria used 
for admission. 
18. Serve on committee of administrative officials to 
evaluate criteria used for admission. 
22. Schedule flow and distribution of informative liter-
ature to students, high school and college faculty. 
V. Public Relations and Interpretation 
5. Represent college in conference, regional or na-
tional meetings •. 
12. Interpret admission polices for members of own fac-
ulty. 
VI. Instructional 
3. Read professional books, periodicals, reports, etc. 
Essential Duties 
I. School College Relations 
2. Speak to high school assemblies. 
4. Plan college open house programs. 
9. Direct or edit the college catalog. 
11. Develop and plan workshops for guidance coun-
sellors, teachers and for administrators. 
II. Counselling 
4. Counsel high school students who are not candi-
dates ~or admission. 
6. Counsel enrolled students in own college. 
8. Supervise a program of freshman orientation. 
9. Plan or assist in scheduling of courses for new 
students. 
III. Statistics - Records 
2. Act only as a member of committee on admissions. 
3. Supervise or administer tests for admission. 
6. Evaluate health records of candidates for admission. 
14. Direct or chairman the scholarship award committee. 
'• 
18. Write or edit scholarship brochures. 
19. Serve on committee to determine recipients of loans. 
24. Make surveys. 
25. Provide statistics for other :people doing research. 
28. Compile statistics for high school surveys. 
·30. Compile statistics in order to determine quality 
of high school. 
IV. Administration Supervision 
5. Provide for in-service education of staff members. 
?. Prepare notices, bulletins, instruction for staff. 
14. Participate in the planning of new facilities. 
V. Public Relations and Interpretation 
1. Participate in workshops or clinics conducted by 
other institutions. 
2. Serve as guest lecturer at other colleges. 
3. WDrk with committees of professional organizations 
in effort to improve professional services. 
4. Prepare and make reports to local, state and na-
tional professional organizations. 
?. Prepare film strips, movies, brochures or other ma-
terial for the public. 
8. Addres.s civic groups for good will toward college. 
9. Prepare or supervise preparation of press, radio, or 
television releases concerning admission office or 
students. 
10. Serve as consultant to secondary schools in matters 
relating to high school curriculum. 
11. Participate in community civic meetings. 
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14. Confer or entertain guests (not involved with ad-
missions) as official duty. 
15. Provide occupational information service to high 
schools. 
16. Act as educational consultant. 
VI. Instructional 
5. Evaluate enrolled student progress. 
8. Serve on faculty-student committees. 
16. Direct preparation for a student orientation hand-
book. 
Least Essential Duties 
I. School College Relations 
12. Administer a testing program (other than an admis-
sion or entrance test) for high school students. 
13. Cooperate with industry in student recruitment pro-
grams. 
II. Counselling 
2~ Administer tests to matriculated college students. 
3. Direct the college counseling center. 
7. Direct program of student personnel services. 
III. Statistics - Records 
9. Evaluate military records for college credit. 
10. Assist in the evaluation of military records for coll-
ege credit. 
15. Give scholarship examinations. 
16. Attempt to secure money for new scholarships. 
21. Supervise a program for collection of student data 
in college. 
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22. Supervise a testing program for freshmen. 
23. Classify students for instruction by a program of 
testing and record evaluation. 
27. Maintain records of enrolled students. 
IV. Administration Supervision 
9. Assist staff members in program of self evaluation 
by providing check lists. 
16. Work with draft boards on deferments. 
19. Direct registration of new students. 
20. Direct registration of all students. 
21. Direct collection of tuition and fees from new 
students. 
v. Public Relations and Interpretation 
6. Make surveys to determine community needs of new 
courses, subjects, programs. 
13. Participate in administration of alumni organization. 
VI. Instructional 
1. Instruct in college subject area contact hours ( ). No. 
2~ Write or edit text-books. 
4. Contribute to professional journals. 
6. Supervise student teachers. 
7. Set up faculty advisor system. 
9. Prepare regulations ~or student behavior. 
10. Act as faculty advisor to student organizations. 
11. Supervise extra curricular program in college. 
12. Supervise dormitories (excluding physical repairs 
and upkeep) • 
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13. Prepare standards and regulations for student behavior. 
15. Direet visual aid department. 
1?. Perrorm educational research. 
List o1' Duties Conaidered Essential in VaryingDegrees 
by Admissions Officers in Colleges of 1000 to2499 Students 
MOst Essential Duties 
I. School College Relations 
1. Visit high schools. 
3. Provide speakers for career days, PTA, panel 
discussions and similar programs. 
· 5. Arrange college tours for visiting high school 
students, their families and teachers. 
6. Direct or help alumni in recruitment of students. 
?. Participate in faculty committees dealing with 
problems of recruitment. 
8. Write or edit letters, informative pamphlets to 
high schools for recruitment of students. 
10. Write or prepare section of college catalog. 
II. Counseling 
1. Counsel parents or prospective college students. 
6. Counsel enrolled students in own college. 
III. Statistics-Records 
~. Act as chairman or leader of the committee on 
~dmissions. 
2. Act only as a member of committee on admissions. 
3. Supervise or administer tests for admission. 
4. Evaluate application for admission. 
5. Report on and interpret ~st results. 
6. Evaluate health records of candidates for admission. 
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8. Assist in the evaluation or college transcripts or 99 
transrer students. 
12. Design or select forms, records to be used in the ad-
mission office. 
13. Do independent study related to admissions. 
30. Compile statistics in order to determine quality of 
high school. 
IV. Administration Supervision 
1. Hold conferences with college administrative super-
iors. 
2. Direct office routine. 
3. Conduct staff meetings concerning admissions. 
4. Interview prospective staff members and review per-
sonal and professional records. 
5. Provide for in-service education of staff members. 
6. Participate in staff meeting for purpose of planning 
broad college policy. 
?. Prepare notices, bulletins, instruction for staff. 
11. Confer and make reports to superiors on admission pro-
blems. 
12. Maintain record of office activities. 
13. Develop plan for expenditure of office budget. 
14. Participate in the planning or new facilities. 
15. Maintain inventory of o~fioe forms and other supplies. 
18. Serve on committee of administrative officials to evalu-
ate criteria used for admission. 
v. Public Relations and Interpretation 
1. Participate in workshops or clinics conducted by other 
institutions. 
12. Interpret admission polices for members of own faculty. 
VI. Instructional 
4. Contribute to professional journals. 
Essential Duties 
I. School College Relations 
2. Speak to high school assemblies. 
4. Plan college open house programs. 
II. Counselling 
7. Direct program of student personnel services. 
9. Plan or assist in scheduling of courses for new stu-
dents. 
III. Statistics-Records 
7. Evaluate college transcripts of transfer students. 
9. Evaluate military records·for college credit. 
14. Direct or chairman the scholarship award committee. 
17. Evaluate scholarship applications. 
18. Write or edit scholarship brochures. 
19. Serve on coiDIIli:t t e.e to determine recipients of loans. 
20. Serve on committee to select recipients of grants in 
aid. 
21. Supervise a program for collection of student data in 
college. 
24. Make surveys. 
25. Provide statistics for other people doing research. 
26. Make follow up studies of marticulated students. 
27. Maintain records of enrolled students. 
28. Compile statistics for high school surveys. 
29. Inform high school of acceptance and achievement of 
college students. 
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IV. Administration Supervision 
8. Evaluate competence or individual starr members. 
9. Assist staff members in program of self evaluation by 
providing check lists. 
10. Establish work loads of admission staff. 
17. Serve on faculty committee to evaluate criteria used 
ror admission. 
19. Direet registration of new students. 
22. Schedule flow and distribution of informative litera-
5ure to students, high school and college faculty. 
v. Public Relations and Interpretation 
4. Prepare and make reports to local, state and national 
professional organizations. 
5. Represent college in confere~ce, regional or national 
meetings. 
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6. Make surveys to determine community needs of new courses, 
: subjects, programs. 
8. Aadress civic groups ror good will toward college. 
9. Prepare or supervise ~reparation of press, radio, or 
television releases concerning admission office or stu-
dents. 
13. Participate in administration of alumni organization. 
15. Provide occupational information service to ht~ schools. 
!I. Instructional 
3. Read professional books, periodicals., reports, etc. 
5. Evaluate enrolled student progress. 
1?. Perform educational research. 
Least Essential Duties 
I. School College Relations 
9. Direct or edit the college catalog. 
11. Develop and plan workshops for guidance counsellors, 
teachers and for administrators. 
12. Administer a testing program (other than an admis-
sion or entrance test) for gigh school students. 
13. Cooperate with industry in student recruitment pro-
grams. 
II. Counselling 
2. Administer tests to matriculated college students. 
3. Direct the college counseling center. 
4. Counsel high school students who are not candidates 
for admission. 
7. Direct program of student personnel services. 
8. Supervise a program of freshman orientation. 
9. Plan or assist in scheduling of courses for new stu-
dents. 
III. Statistics - Records 
10. Assist in the evaluation of military records for coll-
ege credit. 
15. Give scholarship examinations. 
16. Attempt to secure money for new scholarships. 
22. Supervise a testing program for freshman. 
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23. Classify students for instruction by a program of test-
ing and record evaluation. 
IV. Administration Bupervisi0n 
16. Work with draft boards on deferments. 
20. Direct registration of all students. 
21. Direct collection of tuition and fees from new stu-
dents. 
V. Public Relations and Interpretation 
2. Serve as guest lecturer at other colleges. 
7. Prepare film strips, movies, brochures or other ma-
terial for the public. 
10. Serve as consultant to secondary schools in matters 
relating to high school curriculum. 
11. PartiGipate in community civic meetings •. 
14. Confer or entertain guests (not involved with ad-
missions) as official duny. 
16. Act as educational consultant. 
VI. Instructional 
r 
1. Instruct in college subject area contact hours ( ) •. 
No. 
2. Write or edit text-books. 
6. Supervise student teachers. 
7. Set up faculty advisor system. 
8. Serve on faculty-student committees. 
9. Prepare regulations for student behavior. 
10. Act as faculty advisor to student organizations. 
11. Supervise extra curricular program innoollege. 
12. Supervise dormitories (excluding physical repairs 
and upkeep) • 
13. Prepare standards and regulations for student behavior. 
14. Serve on faculty committees. 
15. Direct visual aid departme~t. 
16. Direct preparation for a student orientation hand-
book. 
List of Duties Considered Essential in Varying Degrees 
by Admissions Officers in Colleges of 2500 to 4999 Students 
Most Essential Duties 
I •. School College Relations 
1. Visit high schools. 
6. Direct or help alumni in recruitment of students. 
7. Participate in faculty committees dealing with prob-
lems of recruitment. 
8. Write or edit letters informative pamphlets to high 
schools for recruitment of students. 
10. Write or prepare section of college catalog. 
II. Counselling 
1. Counsel parents of prospective college students. 
4. Counsel high school students who are not candidates 
for admission. 
9. Plan or assist in scheduling of courses for new stu-
dents. 
III. Statistics - Records 
1. Act as chairman or leader of the committee on admiss-
ions. 
4. Evaluate application for admission. 
5. Report on and interpret test results. 
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7. Evaluate college transcripts o~ trans~er students. 
11. lVIake study o~ enrollment prediction. 
12. Design or select forms, records to be used in the ad-
mission o~fice. 
13. Do independent study related to admissions. 
17. Evaluate scholarship applications. 
24. lVIake surveys. 
29. Inform high school of acceptance and achievement 0~ 
college students. 
30. Compile statistics in order to determine quality of 
high school. 
IV. Administration Supervision 
1. Hold conferences with college administrative superiors. 
2. Direct o~fice routine. 
3. Conduct sta~~ meetings concerning admissions. 
4. Interview prospective staff members and review per~ 
sonal and professional records. 
6. Participate in staff meeting for purpose of planning 
bwoad college policy. 
8. Evaluate competence of individual staff members. 
·10. Establish work loads of admission staff. 
11. Confer and make reports to superiors on admission 
problems. 
12. Maintain record of office activities. 
13. Develop plan for expenditure of office budget. 
14. Participate in the planning of new facilities. 
18. Serve on committee of administrative officials to 
evaluate criteria used for admission. 
22. Schedule flow and distribution of informative litera-
ture to students, high schobl and college faculty. 
V. Public Relations and Interpretation 
5. Represent college in conference, regional or national 
meetings. 
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12. Interpret admission polices for members of own faculty. 
VI. Instructional 
3. Read professional books, periodicals, reports, etc. 
Essential Duties 
I. School College Relations 
2. Speak to high school assemblies. 
3. Provide speakers for career days, PTA, panel dis-
cussions and similar programs. 
4. Plan college.open house programs. 
5. Arrange college tours for visiting high school students, 
their families and teachers. 
9. Direct or edit the college catalog. 
ll. Develop and plan workshops for guidance counsellors, 
teachers and for administrators •. 
13. Cooperate with industry in student recruitment pro-
grams. 
II. Counselling 
6. Counsel enrolled students in own college. 
III. Statistics - Records 
2~~,Act only as a member of committee on admissions. 
8. Assist in the evaluation of college transcripts of 
transfer students. 
9. Evaluate military records for college credit. 
14. Direct or chairman the scholarship award committee. 
18. Write or edit scholarship brochures. 
19. Serve on committee to determine recipients o~ 
·loans. 
20. Serve on committee to select recipients o~ grants 
in aid. 
25. Provide statistics for other people doing research. 
26. Make follow up studies of marticulated students. 
2S. Compile statistics for high school surveys. 
IV. Administration Supervision 
5. Provide for in-service education of staff members. 
7. Prepare notices, bulletins, instruction for staff. 
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15. Maintain inventory of af~ice forms and other supplies. 
17. Serve on faculty committee to evaluate criteria used 
for adm:i,ssion. 
V. Public Relations and Interpretation 
1. Participate in workshops or clinics conducted by 
other institutions. 
3. Work with committees of professional organizations 
in effort to improve professional services. 
4. Prepare and make reports to local, state and national 
professional organizations. 
7. Prepare film strips, movies, brochures or other ma-
terial for the public. 
8. Address civic groups for good will toward college. 
9. Prepare or supervise preparation of press, radio, or 
television releases concerning admission office or 
students. 
10. Serve as a consultant to secondary schools in matters 
relating to high school curriculum. 
11. Participate in community civic meetings. 
15. Provide occupational information service to high schools. 
16.Act as educational consultant. 
VI. Instructional 
4. Contribute to professional journals. 
5. Evaluate enrolled student progress. 
17.Perform educational research. 
Least Essential Duties 
I. School College Relations 
12. Administer a testing progr&m (other than an admis-
sion or entrance test) for high school students. 
II. Counselling 
2. Act only as a member of committee on admissions. 
3. Supervise or administer tests for admission. 
7. Evaluate college transcripts of transfer students. 
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8. Assist in the evaluation of college transcripts of trans-
fer students. 
III. Statistics - Records 
3. Supervise or administer tests for admission. 
6. Evaluate helath records of candidates for admission. 
10. Assist in the evaluation of military records for coll-
~ge credit. 
15. Give scholarship examination~. 
16. "Attempt to secure money for new scholarships. 
21. ,Supervise a program for collection of stud:Bnt data in 
college. 
22. ·supervise a testing program for freshman. 
. , ~.. . . 
23~. Clas:?ify students for inst:ruction by a program of test~ng and record evaluat~on. 
2?. Maintain records of enrolled students. 
IV. Administration Supervision 
9, Assist staff members in program of self evaluation by 
providing check lists. 
16. Work with draft boards on deferments. 
19. Direct registration of new students. 
20. Direct registration of all students. 
21. Direct collection of tuition and fees from new stu-
dents •. 
V. Public Relations and Interpretation 
2. Serve as guest lecturer at other colleges. 
13. Participate in administration of alumni organization. 
14. Confer or entertain guests (not involved with ad-
missions) as official duty. 
VI. Instructional 
1. Instruct in college subject area contact hours ( ). 
No. 
2. Write or edit text-books 
6. Supervise student teachers. 
?. Set up faculty advisor system. 
8. Serve on faculty-student committees. 
9. Prepare regulations for student behavior. 
10. Act as faculty advisor to student organizations. 
11. Supervise extra curricular program in college. 
12. Supervise dormitories (exeluding physical repairs and 
upkeep). 
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13. Prepare standards and regulations for student behavior. 
15. Direct visual aid department. 
16. Direct preparation for a student orientation hand boo~. 
List of Duties Considered Essential in Varying Degrees 
by Admissions Officers in Colleges of 5000 to 9999 Students 
MOst Essential Duties 
I. School College Relations 
1. Visit high schools. 
3. Provide speakers for career days, PTA, panel dis-
cussions and similar programs. 
5. Arrange college tours for visiting high school stu-
dents, their families and teachers. 
6. Direct or help alumni in recruitment of students. 
?. Participate in faculty committees dealing with prob-
lems of recruitment. 
8. Write or edit letters, informative pamphlets to high 
schools for recruitment of students. 
II. Counselling 
1. Counsel parents of prospective college students. 
III. Statistics - Records 
1. Act as chairman or leader of the committee on ad-
~ssions. 
4. Evaluate application for admission. 
5. Report on and interpret test results. 
?. Evaluate college transcripts of transfer students. 
11. Make study of enrollment prediction. 
12 •. Design or select forms, records to be used in the ad-
mission office 
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13. Do inde~endent study related to admissions. 
17. Evaluate scholarship a~~lications. 
29. Inrorm high school of acce~tance and achievement of 
college students. 
30. Com~ile statistics in order to determine quality of 
high school. 
IV. Administration Su~ervision 
1. Hold conferences with college administrative su~eriors. 
2, Direct office routine. 
3, Conduct staff meetings concerning admissions. 
4. Interview ~ros~ective staff members and review ~er­
sonal and ~rofessional records. 
5. Provide for in-service education of staff members. 
6. Partici~ate in staff meeting for ~ur~ose of ~lanning 
broad college ~olicy. 
8. Evaluate com~etence of individual staff members. 
10. Establish work loads of admission staff. 
11. Confer and make re~orts to su~eriors on admission 
problems. 
12. Maintain record of office activities. 
13. Develo~ plan for expenditure of office budget. 
14. Participate in the planning of new facilities. 
15. Maintain inventory of office forms and other su~plies. 
17, Serve on faculty committee to evaluate criteria used 
for admission. 
22. Schedule flow and distribution of informative litera-
ture to students, high school and college faculty. 
V. Public Raations and Inter~retation 
12. Interpret admission ~olices for members of own faculty. 
VI. Instructional 
3. Read professional books, periodicals, reports, etc. 
14. Serve on faculty committees. 
Essential Duties 
I. School College Relations 
2. Speak to high school assemblies. 
4. Plan college open house programs. 
10. Write or prepare section of college catalog. 
11. Develop and plan workshops for guidance counsellors, 
teachers and for administrators. 
II. Counselling 
4. Counsel high school students who are not candidates 
for admission. 
6. Counsel enrolled students in own college. 
8. Supervise a program of freshman orientation. 
III. Statistics - Records 
2. Act only as a member of committee on admissions. 
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8. Assist in the evaluation of college transcripts 'of trans-
~er students. 
9. Evaluate military recordsfuf college credit. 
10. Assist in the evaluation of military records for college 
credit. 
14. Direct or chairman the scholarship award committee. 
18. Write or edit scholarship brochures. 
20. gerve on committee to select recipients of grants in 
aid. 
21. Supervise a program for collection of student data in 
college. 
24. Make surveys. 
25. Provide statistics for other people doing research. 
26. Make follow up studies of marticulated students. 
28. Compile statistics for high school surveys. 
30. Compile statistics in order to determine quality of 
high school. 
IV. Administration Supervision 
?. Prepare notices, bulletins, instruction for staff. 
18. Serve on committee of administrative officials to 
evaluate criteria used for admission. 
21. Direct collection of tuition and fees from new stu-
dents. 
v. Public Relations and Interpretation 
1. Participate in workshops or clinics conducted by 
other institutions. 
2. Serve as guest lecturer at other colleges. 
3. Work with committees of professional organizations in 
effort to improve professional services. 
4. Prepare and make reports to local, state and national 
professional organizations. 
5. Represent college in conference, regional or national 
meetings. 
8. Address civic groups for good will toward college. 
11.; Participate in community civic meetings.' 
15. Provide occupational information service to high 
schools. 
16• Act as educational consultant. 
VI. Instructional 
4. Contribute to professional journals. 
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5. Evaluate enrolled student progress. 
s. Serve on raculty-student committees. 
14. Serve on raeulty committees. 
17. Perrorm educational research. 
Least Essential Duties 
Io Sehool College Relations 
9. Direct or edit the co~lege catalog. 
12. Administer a testing program {other than an admis-
sion or entrance test) ror high school students. 
13. Cooperate with industry in student recruitment pro-
grams. 
II. Counselling 
2. Administer tests to matriculated college students. 
3. Direct the college counseling center. 
7. Direct program or student personnel services. 
9. Plan or assist in scheduling or courses ror new stu-
dents. 
III. Statistics - Records 
3. Supervise or administer tests ror admission. 
6. Evaluate health records or candidates ror admission. 
15. Give scholarship examinations. 
16. Attempt to secure money for new scholarships. 
19. Serve on committee to determine recipients of loans. 
22. Supervise a testing program for freshmen. 
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23. Classify students for instruction by a program of test-
ing and record evaluation. 
27. Maintain records of enrolled students. 
IV. Administration Supervision 
9~ Assist staff members in program of self evaluation 
by providing check lists. 
16. Work with draft boards on deferments. 
19. Direct registration of new students. 
20. Direct registration of all students. 
V. Public Relations and Interpretation 
6. Make surveys to determine community needs of new 
courses, subjects, programs. 
7. Prepare film strips, movies, brochures or other·ma-
terial for the public. 
9. Prepare or supervise preparation of press, radio, or 
television releases concerning admission office or 
students. 
10. Serve as consultant to secondary schools in matters 
relating to high school curriculum. 
13. Participate in administration of alumni organization. 
14. Confer or entertain guests {not involved with ad-
missions) as official duty. 
VI• Instructional 
1. Instruct in college subject area contact hours ( ). 
-~-
2. Write or edit text-books. 
6. Supervise student teachers. 
7. Set up faculty advisor system. 
9. Prepare regulations for student behavior. 
. . 
10. Act as faGulty advisor to student organizations. 
11. Supervise extra curricular program in college. 
12. Supervise dormitories (excluding physical repairs and 
upkeep). 
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13. Prepare standards and regulations for student be-
havior. 
15. Direct visual aid department. 
16. Direct preparation for a student orientation hand-
book. 
List of Duties Considered Essential in Varying Degrees 
·by Admissions Officers in Colleges over 10 ,coo Students. 
Most Essential Duties 
I. School College Relations 
1. Visit high schools. 
8. Write or edit letters, informative pamphlets to high 
schools for recruitment of students. 
lOo Write or prepare section of colleg~ catalog. 
II. Counselling 
~. Counsel parents of prospective college students. 
III. Statistics - Records 
1. Act as chairman or leader of the committee on ad-
missions. 
4. Evaluate application for admission. 
5. Report on and interpret test results. 
7. Evaluate college transcripts of transfer students. 
8. Assist in the evaluation of college transcripts of 
.transfer students. 
9.-Evaluate military records for college credit. 
11 •. Make study of enrollment prediction 
12~ .Design or select forms, records to be used in the ad-
mission office. 
- . 
13. Do independent study related to admissions. 
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~7. Eva~uate scholarship applications. 
29. Inform high school of acceptance and achievement of 
co~lege students. 
30. Compile statistics in order to determine qua~ity of 
high school. 
IV. Administration Supertision 
1. Hold conferences with college administrative super-
iors. 
2. Direct office routine. 
3. Conduct staff meetings concerning admissions. 
4. Interview prospective staff members and review per-
sonal and professional records. 
5. Provide for in-service education of staff members. 
6. Participate in staff meeting for purpose of planning 
broad college policy. 
7. Prepare notices, bulletins, instruction for staff. 
8. Evaluate competence of individual staff members. 
10. Establish work loads of admission staff. 
~l. Confer and make reports to superiors on admission 
problems. 
~2. Maintain record of office activities. 
13. Develop plan for expenditure of office budget. 
14. Participate in the planning of new facilities. 
17.. Serve on faculty committee to evaluate criteria used 
tor admission. 
18.. Serve on committee of administrative officials to 
evaluate criteria used for admission. 
22. Schedule flow and distribution of informative litera-
ture to students, high school and co~lege faculty. 
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V. Public Relation and Interpretation 
5. Represent college in conference, regional or 
national meetings. 
12. Interpret admission polices for members of own 
faculty. 
VI. Instructional 
3. Read professional books, periodicals, reports, etc. 
Essential Duties 
I. School College Relations 
2. Speak to high school assemblies. 
3. Provide speakers for career days, PTA, panel dis-
cussions and similar programs. 
4. Plan college open house programs. 
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5. Arrange college tours for visiting high school students, 
their families and teachers. 
7. Participate in faculty committees dealing with prob-
lems of recruitment. 
11. Develop and plan workshops for guidance counsellors, 
teachers and for administrators. 
13. Comperate with industry in student recruitment pro-
grams. 
II. Counselling 
4. Counsel high school students who are not candidates 
for admission. 
6. Counsel enrolled students in own college. 
III. Statistics - Records 
3. Supervise or administer tests for admission. 
· 6. Evaluate health records of candidates for admission. 
10. Assist in the evaluation of military records for 
college credit. 
14 •. Direct or chairman the scholarship award committee. 
18. Write or edit scholarship brochures. 
19. Serve on committee to determine recipients of loans. 
20. Serve on committee to select recipients of grants in 
aid. 
21. Supervise a program for collection of student data in 
college. 
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23. Classify students for instruction by a program of test-
ing and record evaluation. 
24. Make surveys • 
. 25. Provide statistics for other people doing research. 
26~ Make follow up studies of marticulated students. 
28. Compile statistics for high school surveys. 
IV. Administration Supervision 
15. Maintain inventory of office forms and other supplies. 
17. Serve on faculty committee to evaluate criteria used 
for admission. 
v. Public Relations and Interpretation 
3. Work with committees of professional organizations in 
effort. to improve professional services. 
4. Prepare and make reports to local, state and national 
professional organizations. 
7. Prepare film strips, movies, brochures or other ma-
terial for the public. 
8. Address civic groups for good will toward college. 
9. Prepare or supervise preparation of press, radio, or 
television releases concerning admission office or stu-
dents. 
10. Serve as consultant to secondary schools in matters 
relating to high school curriculum. 
11. Participate in community civic meetings. 
15. Provide occupational information service to high 
schools. 
16. Act as educational consultant. 
VI. Instructional 
5. Evaluate enrolled student progress. 
14. Serve on faculty committees. 
17. Perform educational research. 
Least Essential Duties 
I. School College Relations 
6. Direct or help alumni in recruitment of students. 
9. Direct or edit the college catalog. 
12. Administer a testing program (other than an admis-
sion or entrance test) for high school students. 
II. Counselling 
2. Administer tests to matriculated college students. 
3. Direct the college counseling center. 
7. Direct program of student personnel services. 
8. Supervise a program of freshman orientation. 
9. Plan or assist in scheduling of courses for new stu-
dents. 
III. Statistics -Records 
2. Act only as a member of committee on admissions. 
15. Give scholarship examinations. 
12~ 
.V 
16. Attempt to secure money for new scholarships. 
22. Supervise a testing program for freshmen. 
27. Maintain records of enrolled students. 
IV. Administration Supervision 
9. Assist staff members in program of self evaluation by 
providing check lists. 
16. Work with draft boards on deferments. 
19. Direct registration of new students. 
20. Direct registration of all students. 
21. Direct collection of tuition and fees from new stu-
dents. 
V. Public Reations and Interpretation 
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1. Participate in workshops or clinics conducted by other 
institutions. 
2; Serve as guest lecturer at other colleges. 
6• Make surveys to determine community needs of new 
courses, subjects, programs. 
13. Participate in administration of alumni organization. 
14. Conf·er or entertain guests (not involved with ad-
missions) as official duty. 
VI. Instructional 
1. Instruct in college subject area contact hours ( ). 
No. 
2. Write or edit text-books. 
4. Contribute to professional journals. 
6. Supervise student teachers.· 
7. Set up faculty advisor system. 
8. Serve on faculty-student committeeaii 
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9. Prepare regulations for student behavior. 
lO. Act as faculty advisor to student organizations. 
ll. Supervise extra curricular program in college. 
12. Supervise dormitories (exclu!ing physical repairs and 
upkeep). 
13. Prepare standards and regulations for student be-
Havior. 
15. Direct visual aid department. 
l6. Direct preparation for a student orientation hand-
book. 
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4. Educational Background of Admissions Officers 
In the usual job analysis the worker is observed per-
forming his tasks and interviewed concerning his experience 
and education for his position. In this study space was 
provided to obtain the educational and employment experi-
ence of each Admissions Officer. The tables that follow 
list this information. Tables 3 through 5 pertain to the 
Admissions Officer as a person and tables 6 through 9 per-
tain to the position itself. 
Table 4 that follows gives the per cent of,Admissions 
Officers that have the Baccalaureate and the two advanced 
degrees. If we assume that the Doctor·of Education and 
Doctor of Philosophy are earned degrees, all the degrees 
listed are of the earned type. Only the highest degree 
was counted. In other words, the table lists no Admissions 
Officers having the Baccalaureate degree in colleges o~er 
lO,OOQ students. Actually each Admissions Offic~r in 
colleges of this size had earned either the Master's or 
Doctor's degree. 
Table g. Per Cent of Admissions Officers in Various Sized 
Colleges Having Degrees~ 
... - .. 
~· ... " 
. --, . 
... 
College Size 
... 
. -
Degree ;All 0 1000 2500 5000 over 
Coll. to to to to 
eges 999 2499 4999 9999 10,0 
.. , ' 
-
-·-- -· 
. ·-. .. 
Baccalaureate onJ,.y 36. 40 36 32 38 0 
Masters 51 51 52 53 54 50 
Doctor 13 9 12 15 8 50 
00 
12~· 
5. Educational Work Experience of Admissions Officers 
On page two of the questionnaire, space was provided 
to record the educational work experience of the respond-
ing Admissions Officer. It should be interesting to note 
this background in view of the fact that, although the Ad-
missions Officer is a college employee, he deals almost ex-
clusively with high school students under the administra-
tive control of high school officers. It is probable that 
his relations with high school principals and guidance of-
ficers take more of his time than his communication with 
collegiate administrators. 
Although Admissions Officers in three ·categories of coll-
eges in table 5 have mean number of years of elementary 
school e~erience, only a few Admissions Officers actually 
reported this experience. In colleges 0-999 students, 
three Admissions Officers reported elementary school ex-
perience; in colleges 1000 to 2499 four reported this ex-
perience and in colleges 5000 to 9999 students only one re-
ported this type of experience. 
Admissions Officers reported a higher incidence of high 
school experience than elementary school experience. Twenty-
four per cent of the college Admissions Officers in Colleges 
0-999 students report high school experience varying from l 
year to 25 years experience. Twenty-nine per cent in coll-
eges 1000 to 2499 students report 1 year to 36 years experience. 
Thirty-two per cent in colleges 2500 to 4999 students report 
2 years to 11 years experience. Forty-six per cent of the 
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Admissions Officers in colleges 5000 to 9999 students 
report high school experience varying from 4 years to 
12 year~ experience and ?5 percent of the Admissions 
Officers in colleges over 10,000 students report high 
school experience varying from 1 year to 2? years. 
The table that follows gives the meanf_; years of ed-
ucational experience of all Admissiop.s Officers in this 
Study. 
Table 6. Mean Years of Professional Educational Work Ex-
perience of Admissions Officers in Colleges of 
Various Sizes 
.. . .. 
. - --·· 
.. .. ---
·--. .. 
--
__ Coll H?:e Size 
.... 
Type of Position A.li 0 . lOOC · 2500 5000 over 
· Coll to to :to to : 
eges: 999 2499" 4999 9999 10,00 
. ... .... 
.. 
----
. . ... . . . .. 
··--
.. ·. ... ... .. ... 
. ··- .. 
......... , , .... .. --- .. .. 
Admission Officer 6.3 5.6 6.5 ?.2 8.5 8~6 
: 
Other College 6.3 . 6.4 5.6 9.1' 6 ?.4 
High School 3.? 3.4 3.3 2.2 3.4 13.5 
Elementary School 0.1 0.1 0.2. 0 0.2 0 
6. Age of Admissions Officers 
The age Dange for Admissions Officers in colleges 0 -
999 students was 23 to 61 years, for colleges 1000 to 2499 
0 
.. 
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students 26 to 6? years, for colleges 2500 to 4999 stu-
dents 31 to 59 years, for colleges 5000 to 9999 students 
33 to 62 years and for colleges over 10,000 students 40 
to 65 years. 
The following table records the mean age of all Ad-
missions Officers in this study. 
Table ~l; Mean Age (in Years) of Admissions Officers in 
Various Size Colleges. 
'-· .. ' 
"" 
.. ' 
College. Size 
Admissions Officers All 0 1000• 2500 .5000 Oo11·· to to. to to 
.eges 999 2499 4999 9999 
- .. .-
over 
10,00 
.... ... ~·' . "'.," ~· '. . -.··- ...... 
.. 
- .. .. 
'. ..... . ' . .. ... 
. . 
-Mean Age 42 41 42 46 47 51 
7. Faculty Voting Rights of Admissions Officers. 
The degree of college regulation by the faculty varies 
widely. In some colleges the faculty is the sole authority 
for the employment of administrative -and faculty personnel. 
In other colleges the faculty may have little or no author-
ity. Most colleges have a faculty organization which re-
ports the official position of its members in any area in 
which it may have authority. The most important delibera-
tion of this body would be the recommendation of its stu-
dents for degrees. 
In some colleges administrative personnel are faculty 
members with full privileges. In other colleges the admin-
0 
istrative ~ersonnel are refused admission to the faculty 
organization or are allowed admission but denied certain 
privileges. The table that follows reports the per cent 
of Admissions Officers that have full privileges as evi-
denced by having voting rights. 
Table s. Per Cent of Admissions Of'ficers Having Faculty 
Voting Rights in Various Size Colleges. 
-· --·· 
- ... .. , .. ···-.' 
-
... 
, _____ 
"' 
.- .. 
···-- ..-.·--··-
,.. ....... , ... .. 
Per Per 
College Size Cent College Size Cent 
.. 
···-
.. 
'·•' 
--
.. 
-flY.,- .,., ' 
··_ (2) .. ,._ (1J ... ·-·--·· ······.··· ·-··· ... -,• T2l _.,_-- ,, ... .. 
.. . 
All Colleges 81 2500-4999 Students 88 
0-999 Students 79 5000-9999 69 
' 
1000-2499 Students 85 over 10,000 Students 88 
8. Faculty Rank of Admissions O:ff'icers 
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..... 
.. . 
The preceding table reports that three quarters of 
Admissions Officers have voting rights in the faculty organ-
ization ... Many actually have faculty ranks. Each respond-
-ent was asked to list his faculty rank or if' he did not 
enjoy this status to compare his salary with faculty sal-
ary and report his faculty counterpart salary~wise. 
The following table records this inf'ormation. 
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Table ~. Per Cent of Admissions Officers Holding Various 
Faculty Rank~ (or Equivalent) in Various Size 
Colleges. 
-
-· 
... 
·- •••r'• • . 
Coll.ege . Size 
.... 
Equivalent Faculty All 0 
-
.1000 2500. 500( 
Rank c.on.- to to to to 
eges. 999 2499 4999 9999 
.. - . 
..... . . - .. . . 
Instructor 7 ll 4 6 0 : 
Assistant Professor 18 16 19 31 8 
Assoc. Professor 35 33 28 50 31 
Professor ........... 38 38 43 13 38 
-··. 
Dean .. 4 2 6 o. 23 
'1/ 
.. ~soc Median' Asoo' Ass::>c Assoo 
Prof. ·Prof. Prof~ Prof. !Prof. 
9. Admissions Office Staff 
The AdmissionsOfficer is assisted by a staff com-
posed of stenograPBrs, clerks, and educators of many 
disciplines. It is interesting to note that the num-
ber of assistants rangesfrom almost 4 in the small 
ove 
10, 
0 
12 
3'7 
50 
0 
Pro 
sized college to almost 23 in the largest sized colleges. 
Table 9 records the Admissions staff in various sized 
colleges. 
r 
000 
f. 
Table~. Mean Number of Admission Staff Members (ex-
clu~ing Director of Admissions) in Various 
Size Colleges. 
--
.. ... 
. . ... 
·- ---
. -
--·- .. .. 
--
Coll~ge .. Size 
... 
All. 0 ·- fl-000 '2"500 5000 
Type of Employee Cell to to to to 
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. -· 
ove'r 
. -·-
/. .. eges, 999 2499 4999 9999 }.0,00 
.. . ... .... 
-· ·-·. 
0 
- ··-·· 
.... .. 
.. ... 
.. - ----
.. .. 
.. ... ... .. 
- ... - ·-
--· ... - .. 
Professional 1.6 1.7 2.0 4.3 5.8 
.. 
Non-Professional 2.1 3.4 6.0 11.1 16.8 
--·· 
... 
.. _____ .. 
.. 
.. 
···-
. .. ,. :· .... .. 
'- ---
Total, 3.7 5.1 8.0 15.4. 22.6 
10. Time Spent on Classifications of Duties 
In order to estimate the amount of time that each 
Admissions Officer devotes to the various classifications 
of duties, a ~pace for this information was provided on 
the last page of the questionnaire. T.he Admissions Officer 
reported the total number of hours he works each week with 
a breakdown by per cent of his time devoted to each 
classification. 
The classifications, ranked by time (most to least) 
given to them by Admissions Officers are as follows! 
Administration-Supervision, Counseling, School College 
Relations, Statistics-Records, Public Relations and 
Interpretation, and finally Instructional. 
Tables 10 through 15 report the percentages of time 
and table 16 reports the mean hours worked. 
...... _ 
I 
" 
13n v 
Table ~. Per Cent of Admissions Officers in All Colleges 
and Per Cent of Time Devoted to Each Classifica-
tion of Duties 
. ----
. - --~- .. 
-·· ~ ·- . - - -
. . . . ~ 
---
.... .. -·· 
Per cent of Time 
·-···- -·· 
Classification 0 11 21 31 51 
to to to to to 
of Duties 10 20 30 50 ?0 
., .. . ~. --· -----· ..... 
-····. 
.. 
- - - --
. ·-· 
-- ·- --- --··--· 
··-- .. 
.... 
'--
·-·· 
.. ,, 
--
--
-
-· 
·- --
.. - .. 
School College Relations 34 21 24 20 1 
Counseling 24 28 25 23 0 
Statistics-Records 56 24 9 11 0 
Administration-Supervision 32 15 28 24 1 
Public Relations and Interpre- 59 31 8 2 0 tation 
Instructional 89 5 2 3 1 
.. 
-. 
"' ··- . --. 
. ------ - ......... 
---
. ..... -
Table ].#. Per Cent o:f' Admissions Officers in Colleges 0-999 
Students and Per Cent of Time Devoted to Each 
Classification of Duties 
-~· 
. , . .. 
. ---. . - -···· . - --. 
---
.. 
.. ' '. -' ···-·· ... -·-- .. --- '. -' 
Per cent of Time 
. ' 
Classification 0 11 21 31 51 
to to to to to 
of Duties 10 20 30 50 ?0 
.... .. . ... - . -- -~ . -~ 
" 
. .. - ----. ,- -· ... '' " ' ' - ,- ·--··· - .. -- - -- ··- ---
' 
--
... ... . .. 
--··· ,, -·-· - .. - ····· -- -· .,. -·-···· -- --- -.. 
.. 
--
School College Relations 19 19 29 26 ? 
Counseling 3? 18 30 14 1 
Statistics-Records- 51 30 10 ? 2 
Administration-Supervision 34 34 21 11 0 
Public Relations and Inte.rpre- 58 22 13 6 1 
tation 
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-- ---
.- .... 
·--
..... 
Table 15. Per Cent of Admissions Officers in Colleges 
of 1000 to 2499 Students and Per Cent of Time 
Devoted to Each Classification of Duties 
-····. ·--
.,, ·~ 
···---- . . -·. 
--
-- -· .. ----- - ·-
.... 
., -
Per cent of Time 
-- --- --Classification -.· '. .- ···-0 11 21 31 
of Duties to : to to to 
10 20 30 50 
-
'· ·-···. 
.. .. . ~-
---- . -- . ~- -··. .. . 
-. 
- - ... 
School College Relations 26 22 22 30 
Counseling .. 21 28 34 1? 
Statistics-Records 46 34 10 10 
Administration Supervision 41 21 21 1? 
Public Relations and Interpre- 61 2? 6 6 
tat ions 
T n .R T. 'r"t1 r>. T. _, n n::U ?3 1? 5 5 
--
,.,~. . 
-· 
'' 
... ·- .... , .. -- --~ .. - . 
- --
. ' .. ---
-
Table 11. Per Cent of Admissions Officers in Colleges of 
2500 to 4999 Students and Per Cent of Time 
Devoted to Each Classification of Duties 
-· " --- --
" 
-. 
------
,, 
- .. ---- ·.--- '" - -.-
. 
--' 
Per cent of Time 
--
Classification -'.' .... " -···· --0 11 21 31 51 
of Duties to to to to to 
lO 20 30 50 ?0 
--
'-
--
-" 
., 
--- .. .-: , .... ,_,- .. --
. ' -- .. -·· 
... 
-· 
..... 
--
-· 
··-. 
--
---· 
. - - ....... - •. . -' 
School College Relations 35 20 25 20 
Counseling 20 40 20 20 
Statistics-Records 45 25 15 15 
Administration-Supervision 26 21 32 16 5 
Public Relations and Interpre- 60 30 10 0 tat ions 
' 
Instr1.1otion~l 
- -··· 
. " -·-
95. 5 0 
' 
0 
... -·- "- -.' 
-~ _..,. ·- -· ·-
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Table 16. Per Cent of Admissions Officers in Colleges of 
5000 to 9999 Students and Per Cent of Time De-
voted to Each Classification of Duties 
--
''-
·--· 
c .. -
~ ., ... ... -~ 
- ·• . -
--
•r-·· --··· 
P.er. cen_:t_ of .. Tima. 
Classification - .. 0 11 21 31 
of Duties :to to to to 
10 20' 30 50 
. . . ~- . .__ . ~ •-. ~ .... . .... _. 
-- "" -·· 
,. 
--
- .... ... 
--
... .. . .. 
'· 
... 
- .. ,._.. .. . .. 
School College Relations 50 17 8 25 
Counseling 17 41 17 25 
Statistics-Records 50 34 8 8 
Supervision 
; 
38 Administration 31 0 31 
Public Relations and Interpre-
tations 64 27 9 0 
J:nstructional 
·-
. .. 
no_Q . 
.Jl ~- --~--
.. . 
····· 
. ----- .... - .. , .. -. 
13~ 
Table 1~. Per Cent of Admi~sions Officers in Colleges over 
10,000 Students and Per Cent of Time Devoted to 
Each Classification of Duties 
Classification 
of Duties 
. . 
····· 
" . ~- .. ........ ,. ... .. 
___ ... _. 
"'''' 
.. ---~ . .. 
-···· 
. ..• .. . -. - , .. 
------· "'' 
..... 
---·· 
School College Relations 
Counseling 
Statistics-Records 
Administration Supervision 
Public Relations and Interpre-
tat ions 
Instructional 
.... 
. .... "~- ..... 
.. 
Per cent of. T_i~e 
0 11 
to to 
. 10 20 
. " .. ... . .. 
··-· 
·' ... -
.. . 
37 26 
26 11 
87 0 
26 0 
50 50 
100 0 
---· 
" 
.. 
21 31 
to to 
30 50 
._, . 
.. --
... 
... 
37 0 
26 37 
0 13 
37 37 
0 0 
0 0 
'· 
Table l'-~ Mean Hours Spent on Job Weekly by Admissions 
Officers in Colleges of Various Size. 
Size of College Mean Number of Hours 
0-999 Students 51 
1000-2499 Students 48 
2500-4999 Students 50 
5000-9999 Students 49 
over 10,000 Students 47 
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CHAPTER V 
SU}W~RY, CONCLUSIONS, SUGGESTIONS 
l. Summary 
A relatively new position, Director of Admissions, 
has emerged among college administrative personnel. This 
officer may trace his history back to the first univer-
sities in Europe in the person of the beadle. The beadle 
was the antecedent of the registrar who in fact was the 
antecedent of the Admissions Officer • 
In America the admissions function (matriculation of 
proper student) was origina~ly performed by the college 
or university president. Wb.en the task became too great 
a registrar was appointed to assist the president in this 
matter and others. The registrar's duties became great 
and an Admissions Officer was appointed with specific 
duties relating to the matriculation of new students. 
The first Admissions Officer in America was appointed in 
approximately l870. 
In the last fifteen years emphasis has been placed in 
the admissions function and many new personnel have been 
appointed to work in this area. 
As this position emerged little has been written to 
describe the many tasks that an Admissions Officer per-
forms. 
The purposes of this study were to accomplish the 
following: (1) identify the duties performed by Directors 
of Admissions in accredited colleges and universities in 
America; (2) analyze these duties in terms of importance 
13~· 
to the job, frequency of performance, and the need for 
college courses to prepare for this position; (3) deter-
mine the essential duties of the Director of Admissions; 
(4) relate the educational background of these officers; 
(5) provide a list of_ functions that these officers perform 
for college administrators, curriculum builders, certifi-
cation committees, aspirants to admissions positions.and 
to research workers; (6) provide a list of admissions func-
tions according to their importance as specified by education-
al experts; (7) and compare the important functions as 
designated by Admissions Officers to what the. educational 
experts feel are important. 
In addition the Admissions Officer was described by 
his age and work experience. His position was also des-
cribed by the number of staff employees under his super-
vision, by his faculty privileges and by the amount of time 
he devotes to the various classifications of duties. 
The instrument used to determine this information was 
a questionnaire. The items used in the questionnaire were 
obtained from the writer's experience, analysis of books 
I 
I 
and periodicals, and information obtained in personal in-
terviews with other Admissions Officers. 
A pilot study_ was administered by submitting a pre-
liminary questionnaire to the pilot group with a request 
that the scale be reviewed with the following factors in 
min~: (1) comprehensiveness of scale, (2) clarity of 
directions to complete the scale, (3) appropriativeness 
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of groupings, (4) choice of words (semantics), (5) effect-
iveness of ratings, (6) general suggestions for improving 
the scale. In this manner the scale was validated and 
refined. 
Every Admissions Officer from American accredited coll-
eges who was so designated in the publication, American 
Universities and Colleges, seventh edition, 1956, was in-
vited to participate in this study by completing the final 
questionnaire. 
to this group. 
Four-hundred-five questionnaires were mailed 
Three-hundred-~me responded for a return of 
74.3 per cent. Thirteen questionnaires were returned uncom-
pleted and 84 questionnaires were eliminated from this study 
because the respondent had a title that indicated duties 
other than the admission of students. The data obtained, 
therefore, were based on a total of 204 questionnaires. 
Reliability of the questionnaire was determined by using 
a "most, least" technique and was found to be 0.81. 
The questionnaires were separated into five population 
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categories: (1) 0 to 999 students, (2) 1000 to 2499 
students, (3) 2500 to 4999 students, (4) 5000 to 9999 
students, (5) over 10,000 students. As each respondent 
rated each item according to judgment of importance, 
frequency of performance, and need for pre-service 
education, mean scores for each rating were determined. 
The means were ranked and converted to decile ranges. 
Essential duties were then determined by combining the 
decile ranges of the judgment of importance and frequency 
of performance. The essential duties were determined for 
each population category and for all colleges combined. 
Three degrees of essentiality were used to describe each 
item or task: (1) most essential, (2) essential,_ (3) least 
.essential. 
A group of experts, qualified by holding a position 
in the training of guidance personnel, were asked to 
criticize the functions of the Admission·s Officer as they 
are performed today. 
The expert rated the same questionnaire but in the 
judgment of importance column only. A comparison between 
the experts' and Admissions Officers' judgment of import-
ance for each item was given. 
2. Conclusions 
From an analysis of the data presented the following 
conclusions are offered: 
~ ... 
Admissions Orficer Duties .-- A list or duties that 
are performed by Admissions orficers in all American coll-
eges and universities is provided. In addition lists of 
duties performed by Admissions Ofricers in various sized 
colleges are also provided. The reader is in a position 
to determine, therefore, tne duties performed generally 
and also specifically in a college or university of a 
certain population.· These lists are comprehensive as 
evidenced by the fact that only one additional duty was 
suggested that was not on the questionnaire. In addition 
all items on the list were performed by at least some Ad-
missions Officers. The essentiality of these duties was 
also described. 
Im.p.ortance of Various Duties • -- The order of placing 
the classifications of duties was determined by the pilot 
study with the most important classification of duties 
placed first in the questionnaire. The complete study in-
dicated the classifications of duties ranked as to their 
importance are the following: 
Administration-Supervision 
School College Relations 
Statistic - Records 
Public Relations and Interpretation 
Counseling 
Instructional 
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The duties ranked as to the amount of time devoted 
to each classification are the following: 
Administration-Supervision 
Counseling 
School College Relations 
Statistics-Records 
Public Relations and Interpretation 
Instructional 
Both in the rating of importance and the amount of 
time spent, administration-supervision is the most essen-
13S 
tial part of this position. Counseling, although rated 
fifth in importance, consumes a large amount of the Admiss-
ions Office~s time, second only to administration-supervi-
sion. Of course, the very.nature of counseling dictates 
allowing considerable time for this function. 
Experts Opinion.-- The experts ranked this importance 
of the classifications in the same order as did the Admiss-
ions Officers. Therefore, there is complete agreement by 
the Admissions Officers and the educators as to the relative 
importance of the items when they are grouped in the class-
ifications used in this study. Disagreement was found when 
the author compared the single item ratings. Significant 
differences of opinion (decile range mean difference of 3 
or more) were found in the following items with educational 
experts rating these items as more importan~ than Admissions 
Officers: 
Evaluate military records for college credit 
Assist in the evaluation of military records 
for college credit 
Assist staff members in program of self eval-
uation by providing check lists 
Work with draft boards on deferments 
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The difference of opinion in the importance of the 
evaluation of military ~ecords for college credit is really 
part of a major problem relating to the authority for 
granting advanced credit of any kind. If a college facu~ty 
has given the executive authority for the award of college 
credit for all types of experiences, work, military, tra-
vel or other college, to the Admissions Officer, he would, 
of course, have ranked these two items high. The writer's 
experience indicates, however, that this prerogative, by 
and large, rests 11\Tith the faculty. 
Significant differences of opinion (decile range mean 
difference of 3 or more) were found in the following i'tems 
with Admissions Officers rating these items more important 
than the experts: 
Counsel high school students who are not candi-
dates for admission 
Counsel enrolled students in own college 
Report on and interpret test results 
Direct or chairman the scholarship award committee 
Evaluate scholarship applications 
Write or edit scholarship brochures 
Serve on committee to select recipients of 
grants in aid 
Maintain inventory of office forms and other 
supplies 
If the college admissiominterview is thought to be 
an educational experience by the Admissions Officer for 
each student who presents himself in the admissions office, 
then, the Admissions Officer will offer alternative suggest-
ions for the candidate who is not eligible for admission. 
In many instances these suggestions represent experiences 
that will eventually make the candidate eligible for ad-
mission. 
In the admissionscase that is not routine or calls 
for remedial work before admission, the candidate may 
visit the Admissions Officer several times. An empathic 
relation may obtain that will carry over even after the 
student has been admitted. Perhaps this is the reason 
that Admissions Officers rated the item concerned with 
the counseling of enrolled students more important than 
the experts. It certainly could not be justified on the 
basis of the Admissipns Officers' prime duty • 
. The difference of opinion regarding responsibilities 
in awards of a scholarship nature present another complete 
study as to who is best qualified to select the recipients 
of scholarships, administrative or faculty people. In 
terms of knowledge of the incoming freshman, the Admissions 
Officer would be in the best position to report this. In 
terms of relating the scholarship assistance to motivation, 
to success in the college, to other college programs need-
ing financial help, the faculty·member would be in the 
best position to manage this program. 
Finally 1 the matter of admissiorB office forms and· 
supplies could be best left to an office manager who has 
clerical duties. However, admissions offices are small 
and the Admissions Officer usually fulfills this task 
(office manager). Again, the forms themselves are created 
for the specific use of the Admissions Officer in making 
the decision of candidate admission. He would therefore 
have more than an ordinary interest in them. 
Essential Duties .-- The list of essential duties 
is a comprehensive review of the position of the Admissions 
Officer and is of value to the following people: college 
administrators who must select additional qualified Ad-
missions Officers, certification committees who must de-
termine what duties are involved in personnel positions 
before they may set standards, aspirants to admissions 
positions who may learn what tasks are to be performed, 
research workers who may determine the current practices 
in Admissiomwork, and curriculum builders whose product 
will be discussed in greater detail. 
Curriculum .-- The pre-service education needed to 
discharge the office of admissions efficiently was listed 
in the previous chapter. Educational preparation was 
needed for the proper performance of each task. Items 
listed under the title, Counseling (Group III), were 
rated as having the greatest need for pre-service edu-
cation. The items listed under the title, Statistics-
Records (Group III), were rated as having the least need 
for pre-service education. However items in this group 
relating to test procedures were rated as having a great 
need for educational courses. The other groups, Public 
Relations and Interpretation, Instructional, Administra-
tion-Supervision, and School College Relations were rated 
approximately the same. 
1~2 
In view of the importance of tasks that are listed in 
the Administration~Supervision area and the time that is 
given to this area by Admissions Officers, it seems extreme-
ly important to include courses of a management nature in 
a curriculum for prospective Admissions Officers. They 
would not be trained as management experts but would cer-
tainly need the techniques of business administration that 
relate to office efficiency. Educational courses of a 
survey nature in this area should be part of the Admissions 
Officer's curriculum. The following courses, usually offer-
ed in the graduate schools of business administration, which 
relate to the Administration-Supervision area of his duties 
are listed: 
Office Systems 
Office Management 
Data Processing 
Personnel Management 
Procurement 
Operations Research 
Administrative Practices 
Work Simplication 
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Perhaps these courses could be abbreviated but it is 
essential that they become part of this curriculum. 
The Admissions Officer must be somewhat of a public 
relations expert. More than anyone else, he represents his 
college or university and opinions of the college are form-
ed by the public reaction to him. In the questionnaire 
the area that was ranked second in th~ need for pre-service 
eduaatfunn was Public Relations and Interpretation. Another 
area of tasks, School-College Relations, is not unrelated 
to public relations. 
It would seem logical, therefore, to include courses 
that would give the prospective Admissions Officer a back-
giDound in this area. The following subject areas or cour-
ses would apply: 
Communication Arts 
Techniques of Mass Communication 
Psychology of Communication 
Opinion and Attitude Change 
Publicity in ~ass Media 
The traditional courses in the graduate schools of 
education relating to student personnel work are necess-
ary to enable the Admissions Officer to perform his duties 
as counselor, interviewer, and evaluator of prospective 
students. In addition a knowledge of the high school curri-
culum and organization are needed. The following sourses 
must also be in this proposed curriculum: 
History of Education 
Curriculum Development in the Secondary School 
Tests and Measurements 
Counseling and Guidance 
Educational Administration 
Statistics 
The Admissions Officer is concerned with a wide range 
of activities both in secondary education and in higher 
education and therefore he needs such a varied educational 
. program. The minimum educational tratnmng would include 
a program through the Master's Degree. At the present 
time 49 per cent of Admissions Officers possess this 
degree. In the largest universities (population over 
10,000 students) 50 per cent of the Admissions Officers 
possess the Doctorate. 
Part of this education may be derived from work exper-
ience. The path to the position is through other education-
al positions. The average Admissions Officer worked 6.3 
years in other educational positions prior to his appoint-
ment. Many worked in secondary education while a few have 
elementary school experience. 
Curriculum builders, then, should include courses in 
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the business management area and public relation area 
with the traditional student personnel area courses. A 
program leading to the Doctorate is desirable. Work ex-
perience in secondary schools and colleges is particularly 
desirable for prospective Admissions Officers. 
Admissions Officers Rank .-- With the prevalence of 
an extensive background both in degrees held and work ex-
perience, the Admissions Officer has been given the median 
rank of an associate professor in colleges with populations 
up to 4999 students. In larger colleges and universities 
his median rank is equivalent to full professor. In most 
instances he works a full calendar year instead of the 
school year. 
In this study 81 per cent of the Admissions Officers 
reported having the privilege of faculty voting rights. 
Two other alternatives as to faculty membership exist. 
In on~ the Admissions Officer is a member of the faculty 
but does not enjoy the voting privilege. In the other, 
the Admissions Officer is denied membership in the faculty. 
It is beyond the scope of this study to determine or 
suggest the efficacious arrangement. This writer would 
suggest this membership or lack of membership in the 
faculty as an interesting study in itself. 
Admissions Officer's Credentials.-- Many respond-
ents to this study felt that :personal characteristics were 
as important to the Admissions Officer as was the know-
ledge necessary to perform his many tasks. Interesting 
enough, there are many articles in the literature listing 
1!'R6 
the desireable :personal characteristics. As he is intimately 
connected with the :public relation program, there is much 
basis for this view. With increasing competition for ad-
mission to college he must :personify integrity. He must 
be scrupulously truthful with students, faculty and ad-
ministration. Being the university's representative in 
many activities, he must be :pleasing in appearance, tact-
ful in manner, talented in :public speaking and physically 
endowed to travel extensively. He needs a superior know-
ledge of his institution so that he may enthusiastically 
interpret it to the public. At the same time he must posess 
a considerable knowledge of secondary school administration 
and curricuia. Knowledge of techniques to assess student 
potential and administrative ability to manage his staff 
round out the ideal Admissions Officer. 
3. Suggestions for Further Study 
In completing the :present study, the author became 
acquainted with several areas relating to the Admissions 
Officer that need additional investigation. 
The following subjects, suggested by participants in 
't_. 
this study or contributors to related studies, appear to 
warrant further attention. 
1. ~Vhat significant values accrue to a college ad-
ministrator who concomitantly teaches a class? 
2. \Vhat specialists (psychometrist, psychologist, 
statistician etc~) are needed in the admissions 
office? 
3. vVhat college administrator should be the report-
ing senior of the Admissions Officer? 
4. Tests are increasingly used in college admissions. 
What is the relative status of admissio~criteria 
used today? 
5. Som~rrespondents to this study objected to the use 
of the word, "recruiting." What is the collegets 
responsibility to attract students and what is its 
authority? 
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6. clOb analyses of other collegiate educational offi-
cers should be completed. Administrative positions 
have changed markedly in the past twenty years. 
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APPENDIX A 
Letter to Director of Admissions Requesting 
His Assistance in Pilot Study 
15~ 
~FICE OF ADMISSIONS 
Father Edmond Walsh 
Pirector of Admissions 
Boston College · 
9hestnut Hill, Massachusetts 
Dear Father Walsh: 
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December 23, 1957 
May I thank you for your agreement to help me in 
this proj~ct, the Analysis of the Position Director of 
Admissions in United States Colleges and Universities. 
This is part of a study that I hope to offer as a thesis 
for my Doctorate Degree. -
I have enclosed a rough questionnaire that will be 
sent to the Directors of Admissions in all of our colleges, 
but first I would like you to examine it so that I may get 
your comments regarding: · 
1) the completeness of the list of duties 
2) the applicability of the group headings 
3) any other suggestions you might have to 
improve this study. 
I am most interested in insuring that all the duties 
that you complete inyo~r position are listed on my quest-
ionnaire. At the end of each group, I have left space so 
that you might write in functions you perform that are not 
already listed. · 
I would like to personally discuss it with you after 
you h~ve had a chance to examine it and in that regard I 
will call you shortly, hoping that you might find time to 
meet with me to discuss it. 
I certainly appreciate your interest in this and may 
I ext~nd to you best wishes for the holidays. 
AFH:ro 
Sincerely yours, 
Arthur F. Haley 
Director of Admissions 
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APPENDIX B 
Preliminary Form o~ Questionnaire 
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QUESTIONNAIRE FOR JOB ANALYSIS 
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Identi~ication Data 
Name _______________________________ o~~icial title ____________ __ 
Institution Years in present position 
--------
Your ~aculty rank Your salary Your age 
(I~ not assigned approximate by salary compar~son) ------
Check type of Institution: State ( ) ; City( ) ; Private ) ; 
Denominational ( ) 
Indicate educational background by checking appropriate degrees: 
Bachelors 
(_) A.B. 
{_) B.S. 
Doctors 
( ) Ph.D. (-) Ed.D. 
{_) B.S. in Ed. 
Masters 
(_j M.A. 
(_) M.S. 
(_) M. Ed. (=) M.D. 
Indicate here 
the numbers 
of hours be-
yond present 
degree: 
No. Hrs. 
--
Indicate your undergraduate major Minor 
----------- ------------
Indicate your graduate m43or Minor 
---------
List in chronological order positions held in education leading 
to present position: 
Position Years of Service Institution . 
Check the total undergraduate enrollment o~ your institution: 
Indicate 
Indicate 
Indicate 
Indicate 
Indicate 
tion 
( ) 999 or less ( __ ) 2,500 to 4,999 
(-_). 1,000 to 2,499 ( ) 5,000 to 9,999 
number of 
number of 
number of 
number of 
number of 
{=) over 10,000 
applications to freshman class (class of'61) ___ 
students accepted for class of '61 
-------
students who matriculated in class of '61 
---
professional staff members under your direction: 
non-professional staff members under your direc-
I. Instructional 
1. Instruct 
hours l college subject area~ contact 01234 01234 01234 
~. wr~"te or 
;j. wr~"te or 
books 
ed~"t text-books 
co~~aoora"te ~n wr~t~ng of text-
01234 01234 01234 
0123~ 01234 012~~ 
"='=• .J:{eaa. proress~ona.L ooo.K:s, per~oct~ca~s, re-
ports etc. 01234 01234 01234 
D. von""Gr~ou""Ge "GO proiess~ona.L Journa.J..s 
o • ..c;va.Lua""Ge enro.L.Lea. svua.env progress 
., • ~uperv~se S""Gua.env veacners 
d. ;:;ev up racu.Lt;y actv~sor system 
'd4 i:>erve on racUJ..vy-svuctent c~~t"tees 
.LU • .l:'repare regu.La""G~ons ror Siiuctenv oenav~or 
J..J.. • ..acv as racu.J..vy aa.v~sor tio s"tucten"t organ-
ization 
1.1..2. -superv~se extra currJ.cular program in 
college 
~~~. DJ.rect co~lege releg~ous program 
I.L4. JJ~rec""G rravernJ.""Gy or sororJ.""GY program 
I.Lb. ;:;upervJ.se ctorm tiorJ.es { exc.Lud~ng Phys~­
- cal repairs and upkeep. 
1~6. l:'repare standards and regulations for 
dormitories or rooming houses 
1.!.'/. t>erve on racu.Lvy comm.J.ttees 
p .. o. JJ~recli v~sua.L aJ.a. a.epar-cmenv I.L'"· -JJ~recli :pre~~ral.JJ.On OI a S""GUa.en""G or~en­
tation handbook 
. U~2;j4 I 0~23_± lQJ-_234. 
-0~~4 1012!34 0~234 
01234 01234 01234 
01234 01234 01234 
0~234 01234 01234 
01234 01234 01234 
01234 01234 01234 
01234 01234 01234 
I 
01234 01234101234 
01234 01234'01234 
01234;01234 01234 
10~~~4 01234 01234 
01234 01234 01234 
What is the MOST essential item in the above group?# __ 
What is the LEAST essential item in the above group? # ____ 
II. School College Relations 
~. Visit high schools 01234 01234 01234 
~. ~peaK vo nJ.gn scnoo~ assemo.L~es 01234 01234 Ol2M 
~. J;'rov~de speakers for career days, PTA, 
panel discussions and similar prog~a~ 01234 01234 01234 
' ' 
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II. School College Relations (cont) 
4. Plan college open house programs 01234 01234 01234 
5. Arrange college tours for vis~t~ng high 
school students., their families and 
teachers 01234 01234 01234 
6. D~rect college vi~s~tation days, 
weekends, or weeks 01234 01234 01234 
7. Direct or help alumni in recruitment of 
students 01234 01234 01234 
8. Participate in faculty committees 
dealing with problems of recruitment 01234 01234 01234 
9. Write or ed~t letters, informat~ve 
pamphlets to high schools for re-
cruitment of student~ 01234 01234 01234 
~-0. Direct or edit the college catalog 01234 01234 01234 
fl.l. Write or prepare section of college 
catalog 01234 01234 01234 
~2. Develop and plan workshops for guidance 
counsellors, teachers and for adminis-
trators 01234 01234 01234 
i'-3. Administer a testing program (other 
than an admission or entrance test) 
fpr high school students 01234 01234 01234 
il 
l· 
1\ 
' MOST essential item in the above group? # What is the 
What is the LEAST essential item in the above group? #_ 
. . . . . III. Admin~strat~on Superv~s~on I 
1. Hold conferences with college adminis.:t~a-
tive superiors 01234 01234 01234 
2_. JJ~rect orr~ce rou~~ne U.L~34 -01234 .01234 
3. Conduct sta~f meetings concerning 
admissions 01234 01234 01234 
4:. Interview prospective statf members 
and review personal and professional 
01234 01234 01234 records of applicants for employment 
5. Hold ~ndividual conferences with 
staff :members 
' 
01234 01234 01234 
5. Prov~de ror ~n-serv~ce ed.ucat~on 01234 of staff members 01234 01234 
III Admi . t t• s t) 161 • n~s ra ~on uperv~s~on con 
7. Participate in staff meetings ror 
purpose of planning broad college 
policy 01234 01234 01234 
8. Prepare notices, bulletins, instruct~ons 
for staff 01234 01234 01234 
9. Evaluate competence of individual 
starr members 01234 01234 01234 
10. Assist staff members in program of self 
evaluation by providing check lists 01234 01234 01234 
11. Establish work loads of admission staff 01234 01234 01234 
12. Gonier and make reports to super~ors 
on admission problems 01234 01234 01234 
13. Mainta~n record or office activities 01234 01234 01234 
14. Develop plan for expenditure of office 
·budget 01234 01234 01234 
~5. Part~cipate in the plann~ng or new 
facilities 01234 01234 01234 
16. ll/Iaintain and design 1.nventory or off~ce 
forms and other supplies 01234 01234 01234 
17. Plan financial requirements for admiss-
·ion office 
·..;· 01234 01234 01234 
18. Work Wl.th draft boards on deferments 01234 01234 01234 
il9. Serve on raculty co~ttee to evaluate 
.. criteria used for admission 01234 01234 01234 
20. Serve on co~ttee of admin~strat~ve 
officials to evaluate criteria used 
for admission 01234 01234 01234 
_21. Direct reg~strat1.on or new students 01234 01234 0~234 
22. Direct reg~stration oi all students 01234 01234 01234 
23. Direct co~~ect~on oi tUl.t~on anu fees 
from new students 01234 01234 01234 
What is the MOST essential item in the above group? # ____ 
What is the LEAST essential item in the above group?# __ 
16:2 
IV. Statistics Records 
-~ 
1. Act as chairman or leader o:t the 
committee on admissions (no. on ' board) 01234 01234 01234 
2. Act -8~IY ~s a member of committee 
on a ss~ons 01234 01234 01234 3. Supervise or admin~ster tests :tor 
admission 01234 01234 01234 
4. Evaluate application :tor admission 01234 01234 01234 
o. D~rect a program ror ~mprovement or 
· admission criteria 01234 01234. 01234 6. Report on and interpret test results 01234 01234 01234 7. Evaluate personality records of cand1-
dates for admission 01234 01234 01234 
8. Evaluate academic transcr~pts from 
high school 01234 01234 01234 g .. Evaluate health records o:t candidates 
for admission 01234 01234 01234 ro. Evaluate college transcr~pts of trans-
fer students 01234 01234 01234 ll. To assist in the evaluation o:t college 
transcripts o:t transfer students 01234 01234 01234 
112. Evaluate military records for college 
credit 01234 01234 01234 
113. To ass2st in the evaluation of military 
records :tor college credit 01234 01234 01234 
:114. Make study of enrollment prediction 01234 01234 01234 
115. Des~gn or select :torms, records to be 
used in the admission office other 
than admission application 01234 01234 01234 
Jl.6. Do ~ndependent study related to 
i admissions 01234 01234 01234 
117. D~rect or chairman the scholarship 
award committee 01234 01234 01234 
f'-8. Devise the scholarship applica:tion 
blank 01234 01234 01234 
~~g. G~ve scholarshi~ exa~nations 01234 01234 01234 
~0. Attempt to secure money for new 
scholarships 01234 01234 01234 
~1. Evaluate scholarship applications 01234 01234 01234 
~2. Wr~te or ed~t scholarsh~ brochures 01234 01234 OJ._234 
~3. Serve on coJJJID.J.ttee to deter~ne 
recipients of loans 01234 01234 01•234 
~4. Serve on committee to select reci-
pients of grants in aid 01234 01234 01234 
~5. Serve a member of coJJJID.J.ttee to de-
termine recipients of fellowship 01234 01234 01234 
~6. Superv2se a program for collection of 
student data in college 01234 01234 01234 
~7. Supervise a testing program for fresh-
man 01234 01234 01234 
128. Olass~fy students for 2nstruct~on by a 
program of testing and for record eval-
uation 01234 01234 01234 
~g. Interpret test results 01234 01234 01234 
~0. Make surveys 01234 01234 01234. 
I 
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IV. Statistics Records (cent) 
31. Provide statistics for other people 
doing research 01234 01234 01234 
32. Make follow up studies on students 
after college matriculation 01234 01234 01234 
33. Make follow up studies of matricu-
lated studies 01234 01234 01234 
34. Maintain records of enrolled students 01234 01234 01234 
35. Send grades to high schools from which 
college students graduated 01234 01234 01231: 
36. Compile statistics for high school 
surveys 01234 01234 01234 
What is the MOST essential item in the above group? #_ 
What is the LEAST essential item in the above group? #_ 
\, 
V. Counseling 
1. Counsel parents of prospective 
college students 01234 01234 0123Ll 
2. Administer tests to matriculated 
college students 01234 01234 012.34 
3. Direct the college counseling 
center 01234 01234 01234 
4. Keep office hours for student 
conferences 01234 01234 01234 
5. Counsel high school students who 
are not candidates for admission 01234 01234 01234 
6. Counsel prospective candidates for 
admission 01234 01234 01234 
7. Counsel enrolled students in own 
college 01234 01234 01234 
8. Direct program of student personnel 
services 01234 01234 01234 
9. Direct college orientation program 
by scheduling activities, arrangeing 
facilities etc. 01234 01234 01234 
.... o. Su~ervise a program of freshman 
or~ entation 01234 01234 01234 
~1. Plan or assist in scheduling of 
courses for new students 01234 01234 01234 
What is the MOST essential item in the above group? #_ 
What is the LEAST essential item in the above group? #_ 
Vl. Public Relation and Interpretation 
l. Participate in workshops or clinics 
conducted by other institutions 01234 01234 01234 
2. Serve as guest lecturer at other 01234 colleges 01234 01234 
3. Work with committees of professional 
organizations in effort to improve 
01234: 01234 01234 professional services 
1.65 
VI. Public Relation and Interpretation (cant) 
4. Prepare and make reports to local, 
state and national professional 
organizations 01234 01234 Oi234 
5. Represent college in conference, 
regional or natlonal meetings 01234 01234 01234 
6. Make surveys to determine community 
needs of new courses, subjects, / . .. 
programs 01234 01234 01234 
?. Prepare film strips, movies, bro-
chures or other material to the 
public 01234 01234 01234 
8. Address civic groups for good 
will toward college 01234 01234 01234 
9. Prepare or supervise preparation 
of press, radlo, or television 
releases concerning admission office 
01234 or students 01234 01234 
10. Serve as consultant to secondary 
schools in matters relating to 
high school curriculum 01234 01234 01234 
11. Participate in community civic meet-
ings 01234 01234 01234 
12. Interpret admissions policy for 
members of own faculty 01234 01234 01234 
13. Participate in administration of 
alumni organization 01834 01234 01234 
14. Perform educational research 01234 01234 01234 
15. Confer or entertain guests {not 
involved with admisslons) as 
official duty 01234 01234 01234 
> 
!What is the MOST essential item in the above group? #_. 
jWb.at is the LEAST essential item in the above group? # 
Please indicate the approximate per cent of your 
time spent on the various classifications of duties 
Group 
I. INSTRUCTIONAL 
II. SCHOOL COLLEGE RELATIONS 
III. .ADMINISTRATION SUPERVISION 
IV. STATISTICS RECORDS 
V. COUNSELING 
VI.. PUBLIC RELATION AND 
INTERPRETATION 
TOTAL 
Per Cent 
lOO% 
Approximate number of hours spent on job each week 
'• 
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ENCIRCLE THE NIDJ.IBER IN 
EACH GRODP THAT BEST 
DESCRIBES YOuR SITUATION 
FREQUEN"CY IN 
PERFORMANCE 
0- none 
1- a little 
JDDrn.t:lENT OF 
IMPORTAl'l"CE 
0- none 
1- some 
2- reasonable-
3- much 
4- crucial 
0- not per:formed 
1- seldom 
2- infrequently-
3- o:ften 
4- continuously 
NEED FOR 
PRE-SERVICE 
EDUCATION 
2- moderate t 
4- extreme 3- considerabl.e . 
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APPENDIX 0 
Members of Pilot Group 
Mr. Philip Driscoll~ Director of Admissions 
Brandeis University, Waltham., Massachusetts 
Dr. Gilbert C. Garland, Director of Admissions 
Northeastern University, Boston, Massachusetts 
Mr. Donald L. Oliver, 
Boston University, 
Director of Admissions 
Boston, Massachusetts 
Prof. B. Alden Thresher, Director of Admissions 
Massachusetts Institute of Technology, 
Cambridge, Massachusetts 
Rev. Edmund D. Walsh, S.J., · Director of Admissions 
Boston College, Chestnut Hill, Massachusetts 
170 
APPENDIX D 
Final Form o~ Questionnaire 
An Instrument Designed for Use in a Study Entitled 
''AN ANALYSIS AND CRITIQUE OF THE POSITION DIRECTOR (DEAN) OF 
ADMISSION IN AMERICAN COLLEGES AND UNIVERSITIES" 
Prepared By 
ARTHUR F. HALEY 
DIRECTOR OF ADMISSION 
LOWELL TECHNOLOGICAL INSTITUTE 
LOWELL, MASS. 
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(CONFIDENTIAL) 
Name•----------------------------------------------- Official title --------------------------
Institution -------------------------------------------------- Years in present position -------
Your faculty rank-------------------------------------------------------------- Your age ___ __ 
(If not assigned approximate by salary comparison) 
Check whether you have faculty voting rights ) yes; ) no 
Indicate educational background by checking appropriate degrees: 
Bachelo;ra 
( A.B. 
( B.S. 
) B.S. in Ed. 
) 
Masters 
M.A. 
M.S. 
M Ed. ( 
( 
Doctors 
Ph. D. 
Ed. D. 
) M.D. 
) 
Indicate here the nu~be 
of credit hours beyor 
present degree: 
No. Hrs. _____ _ 
Indicate your undergraduate major ________________________ _ Minor ------------------------~­
Minor Indicate your graduate major-----------------------------
List in chronological order positions held in education leading to present position: 
Position Years of Service 
Check type of Institution: State ( ); City ( ); Private ); Church affiliated ( 
Check the total under~raduate enrollment of your institution: 
( 
( 
) 999 or less 
) 1,000 to 2,499 
( 
( 
2,500 to 4,999 
5,000 to 9,999 
over 10,000 
Indicate number of professional staff members under your direction: -------------------------
Indicate number of non-professional staff members under your direction---------------------
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Please rate the duties by encircling the appropriate number in the columns opposite the activity. Three 
;ings are desired: 
J. 
I. "Importance" - Judgement of Importance of Duties to Your Job 
0- none 
1 -some 
2 - reasonable 
3- much 
- no value 
- a little significant value 
- understandable value 
- a great deal of significant value 
4 - crucial 
- value against which there is no argument 
II. "Frequency of Performance" 
0 - not performed - a duty not performed by you personally 
1 -seldom - performed by you one or a few times yearly 
2 - infrequently 
3 - often 
4 - continuously 
- performed approximately monthly 
- performed approximately weekly 
- performed daily or more often 
III. "Need for Pre-Service Education" - The Degree that A College Course Would Prepare A Person To 
Perform the Task 
0- none 
1 - little 
2 -moderate 
3- much 
- college course would not help 
- some value from a course 
- a measurable amount 
· a considerable amount 
4- extreme - l'rucial need for a college course to impart needed in-
formation 
Finally, select in each group the "mQl;t essential" and "least essential" item and place the number of the 
item in the place designated. 
Judgement of Frequency of Need for 
Importance Performance Pre-Service 
ENCIRCLE THE NUMBER IN EACH GROUP Education t_J-none ().not penormea o-none 
THAT BEST DESCRIBES YOUR SITUATION 1-some 1-seldom 1-little 2-reasonable 2-infrequently 2-moderate 
3-much 3-often 3-muc'h 
4-crucial 4-continuously 4-extreme 
I. School College Relations 
Visit high schools. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
Speak to higlh school assemblies. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
Provide speakers for career days, PTA, panel dis-
cussions and similar programs. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
Plan college open house programs. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
Arrange college tours for visiting high school students, 
their families and teachers. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
Direct or help alumni in recruitment of students. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
Participate in faculty committees dealing with prob-
lems of recruitment. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
Write or edit letters, infonnative pamphlets to high 
schools for recruitment of students. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
.. 
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Judgement of Frequency of Need for 
ENCIRCLE THE NUMBER IN EACH GROUP 
Importance Performance Pre-Servic 
_Education 
THAT BEST DESCRIBES YOUR SITUATION 
u-none u-no_t performed 0-none 
1-some 1-seldom 1-little 
2-reasonable 2-infrequently 2-moderate 
3-much 3-oft en 3-much 
4-crucial 4-continuously 4-extreme 
I. School College Relations (continued) 
9. Direct or edit the. college catalog. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 
10. Write or prepare section of college catalog. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 
11. Develop and plan workshops for guidance counsellors, 
teachers and for administrators. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 
12. Administer a testing program (other than an admis-
sion or entrance test) for high school students. 0 1 2 3 4 e 1 2 3 4 0 1 2 3 
13. Cooperate with industry in student recruitment pro-
grams. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 
What i~ the MOST essential item in the above group? # 
What is the LEAST essential item in the above group? # 
II. Counselling 
1. Counsel parents of prospective college students. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 
2. Administer tests to matriculated college students. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 
3. Direct the college counseling center. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 
4. Counsel high school students who are ·not candidates 
for admission. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 
6. Counsel enrolled students in own college. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 
7. Direct program of student personnel services. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 
8. Supervise a program of freshman orientation. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 
9. Plan or assist in scheduling of courses for new stu· 
dents. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 
What is the MOST essential item in the above group? # 
What is the LEAST essential item in the above group? # 
III. Statistics · Records 
1. Act as chairman or leader of the committee on ad-
missions. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 
' 
2. Act only as a member of committee on admissions. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
3. Supervise or administer tests for admission. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 ~ 
4. Evaluate application for admission. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 ~ 
5. Report on and interpret test results. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
6. Evaluate health records of candidates for admission. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
7. Evaluate college transcripts of transfer students. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
8. Assist in the evaluation of college transcripts of trans-
fer students. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
9. Evaluate military records for college credit. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
10. Assist in the evaluation of military records for college 
credit. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 ~ 
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Judgement of Frequency of Need for 
Importance Performance Pre-Service 
ENCIRCLE 'DHE NUMBER IN EACH GROUP Education 
u-none o-not performea O-n one 
·THAT BEST DESCRIBES YOUR SITUATION 1-some 1-seldom 1-little 
2-reasonable 2-infrequently 2-moderate 
3-much 3~often 3-much 
4-crucial 4-eontinuously 4-extreme 
III. Statistics · Records (continued) 
11. Make study of enrollment prediction. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
12. Design or select forms, records to be used .in the ad-
mission office. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
13. Do independent study related to admissions. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
14. Direct or chairman the scholarship award committee. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
15. Give scholarship examinations. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
16. Attempt to secure money for new scholarships. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
17. Evaluate scholarship applications. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
18. Writ~ or edit scholarship brochures. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
19. Serve on committee to determine recipients of loans. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
20. Serve on committee to select recipients of grants in 
aid. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
21. Supervise a program for collection of student data in 
college. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
22. Supervise a testing program for freshmen. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
23. Classify students for instruction by a program of test-
ing and record evaluation. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
24. Make surveys. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
25. Provide statistics for other people doing research. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
26. Make folle;w up studies of marticulated students. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
27. Maintain records of enrolled students. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
28. Compile statistics for high school surveys. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
29. Inform high school of acceptance and achievement of 
college students. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
30. Compile statistics in order to determine quality of high 
school. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
What is the MOST essential item in the above group? # 
What is the LEAST essential item in the above group? # 
IV. Administration Supervision 
1. Hold conferences with college administrative superiors. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
2. Direct office routine. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
3. Conduct staff meetings concerning admissions. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
4. Interview prospective staff members and review per-
sonal and professional records. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
5. Provide for in-service education of staff members. 0 1 2 3 .4 0 1 2 3 4 0 1 2 3 4 
6. Participate in staff meeting for purpose of planning 
broad college policy. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
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Judgement of Frequency of Need for 
Importance Performam:i! ~Je-Service 
ENCIRCLE THE NUMBER IN EACH GROUP ucation 
0-none 0-not performed O-n one I THAT BEST DESCRIBES YOUR SITUATION 1-some 1-seldom 1-little 
2-reasonable 2-infrequently 2-moder.ate 
3-much 3-often 3-much 
4-crucial 4-continuously 4-extreme I IV. Administration Supervision (continued) 
7. Prepare notices, bulletins, instruction for staff. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
8. Evaluate competence of individual staff members. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
9. Assist staff members in program of self evaluation by 
providing check lists. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
10. Establish work loads of admission staff. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
11. Confer and make reports to superiors on admission 
problems. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
12. Maintain record of office activities. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
13. Develop plan for expenditure of office budget. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
14. Participate in the· planning of new facilities. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
15. Maintain inventory of office forms and other supplies. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
16. Work with draft boards on deferments. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
17. Serve on faculty committee to evaluate criteria used 
for admission. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
18. Serve on committee o.f administrative officials to evalu-
ate criteria used for admission. 0 1 2 3 4 0 1 2 -3 4 0 1 2 3 4 
19. Direct registration of new students. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
20. Direct Registration of all students. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
21. Direct collection of tuition and fees from new stu-
dents. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
22. Schedule flow and distribution of informative litera-
ture to students, high school and college faculty. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
What is the MOST essential item in the above group? # 
What is the LEAST essential item in the above group? # 
v. Public Relations and Interpretation 
1. Participate in workShops or clinics conducted by other 
institutions. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
2. Serve as guest lecturer at other colleges. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
3. Work with committees of professional organizations in 
effort to improve professional services. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
4. Prepare and make reports to local, state and national 
professional organizations. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
5. Represent college in conference, regional or national 
meetings. 0 1 2 3 4 0 1 2 3 4 0 1 2 s 4 
6. Make surveys to determine community needs of new 
courses, subjects, programs. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
7. Prepare film strips, movies, brochures or other rna-
terial for the public. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
8. Address civic groups for good will toward college. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
17'7 
Judgement of Frequency of Need for 
Importance Performance Pre-Service 
ENCIRCLE THE NUMBER IN EACH GROUP Education 
THAT BEST DESCRIBES YOUE. SITUATION 
u-none o-not performed O-n one 
1-some 1-seldom 1-little 
2-reasonable 2-infrequently 2-moderate 
3-much 3-oft en 3-much 
4-crucial 4-continuously 4-extreme 
v. Public Relation and Interpretation (continued) 
9. Prepare or supervise preparation of press, radio, or 
television releases concerning admission office or stu-
dents. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
10. Serve as consultant to secondary schools in matters 
relating to high school curriculum. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
11. Participate in community civic meetings. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
12. Interpret admission polices for members of own fac-
ulty. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
13. Participate in administration · of alumni organization. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
14. Confer or entertain guests (not involved with ad-
missions) as official duty. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
15. Provide accupational information service to high 
schools. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
16. Act as educational consultant. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
What is the MOST essential item in the above group? # 
What is the LEAST essential item in the above group? # 
VI. Instructional 
1. Instruct in college subject area 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
contact hours ( ). 
No. 
2. Write or edit text-books. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
3. Read professional books, periodicals, reports, etc. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
4. Contribute to professional journals. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
5. Evaluate enrolled student progress. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
6. SuperVise student teachers. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
7. Set up faculty advisor system. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
8. Serve on faculty-ljtudent committees. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
9. Prepare regulations for student behavior. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
10. Act as faculty advisor to student organizations. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
11. Supervise extra curricular program in college. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
12. Supervise dormitories (excluding physical repairs and 
upkeep). 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
13. Prepare standards and regulations for student be-
havior. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
14. Serve on faculty committees. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
15. Direct visual aid department. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
16. Direct preparation for a student orientation handbook. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
17. Perform educational research. 0 1 2 3 4 0 1 2 3 4 0 1 2 3 4 
What is the MOST essential item in the above group? # 
What is the LEAST essential item in the above group? # 
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Please indicate the approximate per cent of your time spent on the various classifications of duties 
Group 
I. SCHOOL COLLEGE RELATIONS 
II. COUNSELING 
III. STATISTICS-RECORDS 
IV. ADMINISTRATION-SUPERVISION 
Per Cent 
V. PUBLIC RELATION AND INTERPRETATION ------
VI. INSTRUCTIONAL 
TOTAL 100% 
Approximate number of hours spent on job each w~ek ____ hrs. 
Please comment here if you perform a task not lis ted in foregoing and on your overall philosophy of thi: 
position. 
I do ___ do not ____ wish a copy of this study. 
Arthur F. Haley 
Director of Admissions 
Lowell Technological Institute-
Lowell, Mass. 
APPENDIX E 
Letter to Director of Admissions 
Requesting His Assistance in Completing Questionnaire 
:%W(J/ff~o/. 
~~J~ 
~ 
':fice o:f Admissions 
Dear Admissions Officer: 
As you know research and literature describing the pos-
ition, Director (Dean) of Admission, is not commonly avail-
able. :Many leaders in college personnel work have decried 
the situation in view of the necessity for certif-ication 
and training of educators for this position. 
I am'conducting this study in order to establish a job 
analysis of our position. In view of the need :for this study 
would you.be kind enougll to complete the enclosed question-
naire (approx. 20 minutes). 
I am requesting your specific cooperation because you 
and your institution have had the necessary experience to 
supply this data. Without my incorporating your experience, 
this study cannot be as success:ful or complete as the need 
warrants. 
I would be happy to send you a copy of this study if 
you desire. 
ARTHUR F. HAlEY 
Director of Admissions 
I. . '"I 
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APPENDIX F 
Follow-up Post-card 
Dear Admissions Officer: 
l 
Several weeks ago I sent a questionnaire to you in order to 
establish a job analysis of our position, Director (Dean) of Ad-
missions. I vitally need your contribution to this study. I would 
be most appreciative if you would complete it and forward it to 
me. Upon completion of this study .I will supply you with a l 
( copy. . 
r Sincerely yours, 
Director of Admissions 
Lowell Technological Institute 
Lowell, Massachusetts 
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APPENDIX G 
Follow-up Letter 
FICE OF ADMISSIONS 
Dear Admissions Officer: 
Several mo~ths ago I asked for some of your time to com-
plete .a questionnaire concerning our position, "Director of 
Admission." It probably was~ bad time to ask for help with 
vacations and the liRe. 
I do have about a 60% return to date, however, and to 
make my study valid I still need your cooperation. So would 
you please assist me by completing the enclosed questionnaire. 
We both get many questionnaires to complete but this one per-
tains specifically to our position and I hope the results 
will be of assistance to us. 
As I mentioned before I would be happy to send you a 
copy of the results. 
Sincerely yours, 
Arthur F. Haley 
Admissions Officer 
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APPENDIX H 
Letter to Educational Experts 
Requesting Their Assistance in Completing 
a Part of Questionnaire 
185 
-------
186' 
'FICE OF ADMISSIONS 
Under the direction of Dr. Dugald Arbuckle, Boston Un±versity 
chool or Education, I am conducting a study of the functions or the 
rnmission Officer in American colleges and universities. Part of 
Ge study involves a critique and I wonder if you would give me 
ssistance in this project by completing only ~ part of the enclosed 
Llestionnaire. 
Because of your education and experience you qualify as one of a 
mall group of experts that will compose the critique of~the present 
~y admission functions. Would you please rate the functions as 
isted in the questionnaire only in the "Judgement of importancett 
olumn as you feel they are important to an admissions officer in a 
allege or university. 
I know your time is valuable anq qu~stionnaires many but I have 
sked only a small group to assist so each reply is very important. 
erhaps out of this study will come some principles that will make 
he work of our admissions officer more efficient. 
May I extend my apprec~ation to you hoping you have the time 
o help. 
Sincerely yours, 
Arthur F. Haley Jr. 
Director of Admissions 
APPENDIX I 
Educational Experts Who 
Participated in Study 
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Dr. Gordon V. Anderson, Director, Testing and Counseling 
Center, .. . 
University of l]_le:x:as, Austin, 'I'exas 
Dr. Henry Borow, Professor, 
University of Mlnneapol~s, Minneapolis, Minnesota 
Dr. Collins W. Burnett, Coordinator of Student Personnel, 
Ohio State University, Columbus, Ohio 
Dr. Leslie Carlin, Personnel Counselor, 
Central Michigan College, Mount Pleasant, Michigan 
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Dr. Dorothy M. Clendenen, Assistant Director, Test Division, 
The Psychological Corporation, New York, New York 
Dr. William Coleman, Social Scientist, 
System Development Corporation, Santa Monica, California 
Dr. Harold F. Cottingham, Professor and Director of Guidance 
Training, · 
Florida State University, Tallahassee, Florida 
Dr. William G. Craig, Dean of Men, 
Stanford University, Stanford, California 
Mr. Rex B. Cunliffe, Professor Emeritus, 
Rutgers University, New Brunswick, New Jersey 
Dr. Frank J. Deignan, Dean Of Students, 
Rhode Island School of Design, Providence, Rhode Island 
Dr. PaulL Dressel, Dire~tor of Evaluation Services, 
Michigan State University, East Lansing, Michigan 
Dr. Daniel D. Feder, Dean of Students, 
University of Denver, Denver, Colorado 
Dr. Joseph W. Fordyce, Coordinator of Educational Placement 
and Und~rgraduate Counseling 
University of Florida, Gainesville, Florida 
Dr. Stanley L. Freeman, Assistant Professor, 
University of Maine, Orono, Maine , 
Mrs. Pauline A Galvarro, Dean of Students, 
National College of Education, Evanston, Illinois 
Dr. Edward c. Glanz, Professor, 
Boston University, Boston, Massachusetts 
Dr. Ira Gordon, Associate Professor, 
University of ]'lorida, Gainesville, Florida 
Dr. Ernest Hanson, Dean of Students, 
Northern Illinois University, DeKalb, Illinois 
Mrs. Melven Hardel, Coordinator of Counseling, 
Florida State University, 'l1allahassee, Florida 
Dr. Elizabeth Hartshorn, Dean Of Women, 
Denison University, Granville, Ohio 
Dr. June Holmes, Instructor, 
Boston University, Boston, Massachusetts 
Dr. Mavis Holmes, Associate Dean of Students, 
Iowa State Teachers College, Cedar Falls, Iowa 
Dr. Kathryn L. Hopwood, Dean of Students, 
Hunter College, New York, New York 
Dr. Kenneth Hoyt, Associate Professor, 
Iowa State University, Iowa City, Iowa 
Dr. Stewart C. Hulslander, Professor, 
University of Michigan, Ann Arbor, Michigan 
Dr. Robert B Kamm, Dean, 
Oklahoma State University, Stillwater, Oklahoma 
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Dr. Lyle L. Miller, Chairman, Guidance and Special Education, 
University of Wyoming, Laramie, Wyoming 
Dr. Merle M. Ohlsen, Praessor, 
University of Illinois, Urbana, Illinois 
Dr. Clyde A. Parker, Chairman, Counseling Service, 
Brigham Young University, Provo, Utah 
Dr. Robert 0 Stripling, Professor, 
University of Florida, Gainesville, Florida 
Dr. Dennis L Trueblood, Associate Professor, 
Southern Illinois Un~versity, Carbondale, Illinois 
Mr. William H Zeigel, Associate Dean, 
Eastern Illinois State College., Charleston, Illinois 
.APPENDIX J 
Samples of Comments Made in the 
~uestionnaire by Directors of Admissions 
· Concerning Their Philosophy of Office 
"During my early years, when the college was small-
er (and younger) I performed most of the tasks you list. 
It is my humble opinion that the Director of Admissions, 
by the nature and scope of the job, should have as com-
plete and significant an understanding of the institution 
as any other staff or faculty member. Admission is gui-
dance, not only of the student but also the entire insti-
tution. If this is not the case, honest and accurate in-
terpretation cannot be given the prospective student. 
Admission policy and requirements must be evaluated con-
stantly in terms of what happens to the student upon re-
gistration, and year by year to graduation.'' 
uyou are continnously interpretating your school to 
prospective students, enrolled students, and to the con-
stituency - at - large. Many, many facets of public re-
lations, educational service, professional relations. 
Challenging, varied - gives a sense of satisfaction." 
"I am a member of the Sociology Department and teach 
a limited number of courses during the year. 
MY personal viewpoint is that the Director or Dean 
of Admissions must beware of allowing the process of ad-
missions to be reduced to mechanical or quantitive form-
ulas. With a great increase in applications there is 
the tendency to create some such formula so that an ap-
plicant can be almost automatically accepted or rejected. 
It is incumbent on all in this work to give due consid-
eration to the individual personality and human dignity 
of every applicant." 
"An admission's officer must be closely concerned 
with schools, the public, his faculty, the students, the 
alumni, public relations (and to some extent fund raising) 
and be accessible to all. For better or worse we have be-
come public figures, like it or no." 
"MY job is simple: Keep the school full of capable 
students! Being a private school, fees (Bd. R. and Tui~ 
tion) are important. Endowment earnings assist us to 
operate,·but the budget must be met. My job is crucial-
no students - no need for any service to education we 
provide. The standards of the college, its reputation -
depend upon the efficiency of the Admissions Office and 
staff." 
"I believe that it is my primary job to recruit the 
best possible students for our particular institution -
ones who can best profit from our program." 
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"A tremendously challenging :position. An obligation 
to provide the Institute each year with the best 850-900 
students possible. The "best", so far as we.can judge, 
in terms of academic promise and :potential contribution 
to the community and society in which they will live. An 
obligation to each candidate for admission to evaluate 
ltV·~· 'v~ 
and judge his assets and liabilities, both tangible and in-
tang~ble to the fullest extent and as fairly as we are able. 
Further, to counsel with :prospective students. and in part-
icular with those who most probably will not be admitted, 
giving them every assistance we are capable of'.in our dis-
cussion of' their college plans. 
An obligation to keep informed on all matters in any 
way related to the admissions field, or of' Institute inter-
est, during our travels and professional meetings, that 
may be of' assistance to the administration in formulating 
sound college policy. · 
Finally, an obligation always to remain humble in dis-
charging our significant res:ponsibili.ties, and an obligation 
to co~tribute as much of' ourselves and our ideas not only 
for ~ own organization but for the benefit of' all insti-
tutions.n ' 
"I consider that counseling skills and technical know-
ledge in the areas of' prediction and evaluation are essential 
for adequate :performance as an admissions officer. Staff' 
supervision and development are an integral :part of' the :posi-
tion, but do not overbalance the need for a substantial back-
ground in counseling if' the clientel is to be served adequate-
ly and honestly." . 
"My prinmipal responsibility is interpreting my insti-
tution to :prospective students {often indirectly, as through 
school counselors), and evaluating an applicant in terms of' 
my institution. All else is incidental. Assuming adequate 
intelligence and general education, the only specific train-· 
ing whic~ would be particularly useful would be in the treat-
ment of' data. The'heart of' such training should be the idea 
that statistics can be a real help to judgment, but can 
never substitute for it." 
"The position of Director of' Admissions is the contact 
between the high school and the college. In the case of' the 
church-related college, it is also the contact with the 
church. The main.: job is to represent the college to the 
:public honestly, clearly, and positively. When counselling 
it is just as important to discourage those who do not meet 
the entrance requirements as to encourage the able and well 
:prepared. u 
"The admission office of a college is just as much 
a part of the academic scene as the instructional depart-
ments, for the quality of teaching and the achievement of 
learning are dependent directly upon the policies made 
and carried out by the admission office. A vigorous and 
vital admission office should have access to faculty 
opinion and ideas, and should use all such help. It 
should communicate regularly with faculty and administra-
tion so that all concerned understand the aims of. the 
college and the admission situation. R~garding quality 
of personnel, I believe this will vary with the institu-
tion. In my opinion admission personnel should have a 
good education in liberal arts, should have serious inter-
est and concern in education, should like young people 
and should find it easy to create a rapport with them •. 
An educated, imaginative person would need little formal 
training in the general aspects of admission work, but 
much in the specific demands of t:he institution he serves." 
"I view college admissions work as the keystone to 
the successful operation of any college. It is a job of 
service; to the institution, students, parents and second-
ary schools. I hope I have that thought uppermost in mind 
in every function I perform. I might add that I consider 
it fascinating work and the only college position I would 
want." 
1'The office of Admissions has the crucial task of 
channelling into college the best possible students from 
among applicants and of being fair and just, in evaluation, 
to both the prospective student and the institution. I 
try to exercise the duties of my office upon the philosophy 
that a good start in college life is important to success 
in college. Through this, I have had the wholehearted sup-
port of my Admissionts committee and a very fine faculty." 
"Liaison Officer - Faculty Childrens Tuition Exhhange 
I feel that some formal preparation would enable an 
interested young person to enter the field and forego a 
rather long in-service training program. The job would be 
more appealing and the institution would have an immediate 
return in terms of benefit from the formal preparation." 
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